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most 
remarkable 


typewriter 


paper 
on the 
market! 


No more messy erasure marks, strike- 
overs, or smudges. Cleaner, neater let- 
ters every time with Ezerase because 
typing errors disappear with the flick 
of an ordinary pencil eraser. 


For your free trial packet, drop 
a card with your name and 
address fo: 


S74SRASIS 


MILLERS FALLS PAPER COMPANY 
Millers Falls, Massachusetts 








YOUR SHORTHAND SPEED WILL DETERMINE YOUR PAYCHECK 


LOOK 


SAY ABOUT THEM 


“| am 
hand 


been very valuable in my short- 
hand classes. My students enjoy 
taking dictation by these records.” 
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AT WHAT USERS OF DICTATION DISCS 


a teacher of Gregg Short- 
and Dictation Discs have 


MISS BETTY BURNS 
Valdese, No. Car. 


“After using your records faith- 
fully | gained enough confidence 
to apply for one of the better posi- 
tions here in Dayton. | was given 
a test and had an excellent steno 
position within two days.” 


CAROL WETZEL 
Dayton, Ohio 


45 RPM SETS — $5.75 EA. 


Set No. 38 Brief form 
and phrase letters 

Set No. 380 Brief form 
and phrase letters 100, 110, 120, 130 
Set No. 39 the 500 commonest 

words in letters 60, 70, 80, 90 
Set No. 390 the 500 commonest 

words in letters 100, 110, 120, 130 


60, 70, 80, 90 


Set No. 40 Letters 40, 45, 50, 55, 60 
Set No. 400 Letters 50, 60, 70 
Set No. 041 Letters ........ 60, 70, 80 
Set No. 410 Letters ......... 70, 80, 90 
Set No. 042 Letters 80, 90, 100 
Set No. 420 Letters . .. 90, 100, 110 
Set No. 043 Letters 100, 110, 120 
Set No. 044 Letters 110, 120, 130 
Set No. 430 Letters 120, 130, 140 
Set No. 440 Letters 130, 140, 150 
Set No. 450 5-minute letters 60 to 100 
Set No. 460 5-minute letters . 100 to 140 
Set No. 45 Brief form 


and phrase list 40, 50, 60, 70, 80, 90 
Set No. 46 Regents Tests 80 
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WITH DICTATION DISCS 


DEVELOP THE HIGHER SPEEDS WITH 


DICTATION DISCS 





You triple the amount 
of dictation practice 


You lessen the poss- 
ibility of failing 
You get higher marks in shorthand 


You boost your speed quickly and easily 
in the comfort and privacy of your home 


You practice at speeds custom tailored to your needs 
You gain superior speed and a better job at higher pay 


EACH SET CONTAINS FOUR RECORDS 


The voices of 22 different radio announcers provide you with expert dicta- 


tion at speeds of 40 to 160 wpm on more than 100 different 45 rpm phonograph 


re 





cords. 
Order your Dictation Disc Sets now by filling in the coupon below, and start 


developing speed immediately. 


(ANY TWO SETS — $9.95) 
Each Set Contains 4 Records 


Set No. 47 Office Style 


Dictation untimed 

Set No. 49 Court Reporting . 130 to 180 170 Broadway, Dept. TS-4 “aa 
Set No. 50 Legal 80 to 120 New York 38, New York 

Set No. 51 Medical 80 to 120 — 


Set No 


COMPLETE COURSES ON 45 RPM 
Course I 
(includes Sets 38, 
Course II 
(includes Sets 380, 390, 410, 420, 043, 


044) 


Both Courses Complete (I and II)—$50 


Set 61 
Set 62 
Set 63 


MAIL THIS COUPON TODAY 
Dictation Disc Compans ay 


Please send me the sets | have indicated. 
| enclosed check in the amount of 
plus 25c for postage and handling. | must 
be delighted, and gain speed, or may re- 
turn records in 10 days for full refund. 


52 Progressive 50 to 160 


40 to 100 wpm — $27.50 
39, 40, 400, 041, 042) 
70 to 130 wpm — $27.50 


Each set contains four 45 rpm records, 
approximately 31 different business let- 
ters, 48 minutes of dictation. All sets con- 
tain different material. Order several sets 
and gain speed faster. 


78 RPM SETS — $5.25 
(3 records per set) 


60 to 90 wpm 


90 to 110 wpm 
110 to 150 wpm NAME 
333 LP — $8.75 
(2 records per set) ADDRESS 
ae 60 to 100 wpm 
90 to 130 wpm ciTY ZONE STATE 
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Cast your 


249 








ACCOUNTING 
Accounting 
Auditing 

Cost Accounting 
General Accounting 
Junior Accounting 
Practical Accounting 
Public Accounting 


ADVERTISING 

Advertising 

Magazine & Newspaper 
Advertising 


ARCHITECTURE 
AND BUILDING 
CONSTRUCTION 


Architectural Drawing & 
Designing 

Architectural Interiors 

Architecture 

Building Contractor 

Building Contractor with 
Drawing 

Building Estimator 

Building Maintenance 

Carpenter-Builder 

Carpentry & Millwork 

House Planning 

Lumber Dealer 

Mason 

Painting Contractor 

Reading Arch. Blueprints 

eading Struct. Blueprints 


ART 


Advertising Layout & 
Illustration 
Amateur Artist 
Commercial Art 
Commercial Cartooning 
Fashion Illustrating 
Figure Drawing & Painting 
Magazine Illustrating 
Show Card & Sign Prod't'n 
Show Card Writing 
Sign Painting & Designing 
Sketching & Painting 


AUTOMOTIVE 

Auto Engine Tune-up 

Automobile 

Automobile Body Rebuilding 
and Refinishing 

Automobile Electrical 
Technician 

Automobile Technician 

Diesel Engines 





Diesel-Gas Motor Vehicle 
Engines 

Gas Engines 

Internal Combustion Engines 


AVIATION 


Aero-Engineering Technology 
Aircraft & Engine Mechanic 
Aircraft Mechanic 

Aviation Engine Mechanic 


BUSINESS 


Business Administration 

Business Correspondence 

Business Law 

Business Management 

Business Management & 
Marketing 

Business Management & 
Production 

Business Psychology 

Canadian Business 
Management 

Clerk-Typist 

Commercial 

Condensed Business Practice 

Federal Tax Course 

Managing a Small Business 

Marketing 

Office Administrative 
Engineering 

Office Management 

Professional Secretary 

Programming for Digital 
Computers 

Purchasing Agent 

Retail Business Management 

Shorthand 

Stenographic 

Typewriting 


CHEMICAL 


Analytical Chemistry 

Chemical Engineering 

Chemical Engineering Unit 
Operation 

Chemical Laboratory 
Technician 

Elements of Nuclear Energy 

General Chemistry 

Industrial Analytical 
Chemistry 

industrial Chemistry 

Professional Engineer — 
Chemicai 


PULP AND PAPER 


Paper Making 
Pulp & Paper Engineering 





I.C.S. is the oldest and largest cor- 
respondence school. 249 courses. 


Pulp & Paper Making 
Pulp Making 


CIVIL ENGINEERING 


Bridge & Building Foreman 
Civil Engineering 
Construction Engineering 
Highway Engineering 

Mine Surveying & Mapping 
Principles of Mapping 
Principles of Surveying 
Professional Engineer—Civil 
Railroad Engineering 
Roadmaster 

Sanitary Engineering 
Section Foreman 

Sewage Plant Operator 
Structural Engineering 
Surveying and Mapping 
Water Works Operator 


DRAFTING 


Aircraft Drafting 
Architectural Drafting 
Drafting & Machine Design 
Electrical Drafting 
Electrical Engineer Drafting 
Electronic Drafting 
Industrial Piping Drafting 
Junior Mechanical Drafting 
Mechanical Drafting 

Sheet Metal Drafting 
Structural Drafting 


ELECTRICAL 


Elec. Appliance Servicing 
Electrical Contractor 
Electrical Eng’r'g (Power 
Plant option— Electronic 
option) 
Electrical Engineering Tech. 
Electrical Instrument Tech. 
Electric Motor Repairman 
Illumination Eng’r'g Tech 
industrial Electrical Techn 
Power -House Engineering 
Power Line Design and 
Construction 
Practical Electrician 
Practical Lineman 
Professional Engineer— 
Electrical 
Reading Electrical Blueprints 


HIGH SCHOOL 

Good English 

High School Business 

High School College Prep 
(Arts) 


For Real Job Security—Get an I. C. S. Diploma! 








Business, industrial, engineering, 
academic, high school. 
you. Direct, job-related. Bedrock 
facts and theory plus practical 


One for 


High School College Prep 
(Engineering & Science) 

High School General 

High School Mathematics 

High School Secretarial 

Modern Letter Writing 

Short Story Writing 


LEADERSHIP 


Industrial Foremanship 
Industrial Supervision 
Personnel-Labor Relations 
Supervision 


MATHEMATICS 

Mathematics and Mechanics 
for Engineers 

Mathematics and Physics 
for Engineers 

Mathematics and Physics 
for Technicians 


MECHANICAL 


Industrial Engineering 

Industrial Instrumentation 

Junior Mechanical 
Engineering 

Mechanical Engineering 

Professional Engineer — 
Mechanical 

Quality Control 

Introductory Technical 
Writing 


PETROLEUM 


Natural Gas Production & 
Transmission 
Oil Field Technology 
Petroleum Production 
Petroleum Prod’t’n Eng’r'g 
Petroleum Refinery Operator 
Petroleum Refining 
Petroleum Technology 


PLASTICS 
Plastics Technician 


PLUMBING, HEATING, 
AIR CONDITIONING 


Air Conditioning 

Air Conditioning with Draw’g 

Air Conditioning 
Maintenance 

Domestic Heating with 
Oil & Gas 

Domestic Refrigeration 

Heating 

Heating & Air Conditioning 
with Drawing 


I. C. S., Seranton 15, Penna. 





ballot for a successful future ! 


ASES 


application. Complete lesson and 
answer service. No skimping. Di- 
ploma to graduates. 





Send for the 3 free booklets of- 


Heating, Drawing & Estimat’g 

Plumbing 

Plumbing, Drawing & 
Estimating 

Plumbing & Heating 

Plumbing & Steamfitting 

Practical Plumbing 

Refrigeration 

Refrigeration & Air 
Conditioning 

Steamfitting 


RAILROAD 


Air Brake Equipment 

Car Inspector & Air Brake 
Diesel Electrician 

Diesel Engineer & Fireman 
Diesel Locomotive 

Diesel Machinist 

Railroad Administration 
Railroad Car Repairer 


SALESMANSHIP 


Creative Salesmanship 
Real Estate Salesmanship 
Retail Merchandising 
Retail Selling 
Sales Management 
Salesmanship 
Salesmanship & Sales 
Management 


SHOP PRACTICE 


Boilermaking 

Electric Welding 

Foundry Practice 

Gas and Electric Welding 

Gas Welding 

Heat Treatment of Metals 

industrial Metallurgy 

Machine Shop Inspection 

Machine Shop Practice 

Machine Shop Practice & 
Toolmaking 

Metallurgical Engineering 
Technology 

Physical we Control 
of Metals 

Practical Millwrighting 

Reading Shop Blueprints 

Resistance Welding 
Technology 

Rigging 

Safety Engin’r'g Technology 

Sheet Metal Worker 

Tool Design 

Tool Engineering Technology 





fered below and find out how 
I.C.S. can be your road to success. 


Toolmaking 
Welding Engineering 
Technology 


STEAM AND DIESEL 
PC WER 


Combustion Engineering 
Power Plant Engineerin 
Stationary Building Eng r'g 
Stationary Diesel Eng’r'g 
Stationary Diesel-Electric 
Engineering 
Stationary Fireman 
Stationary Steam Eng’r'g 
Steam Engine Operation 


TEXTILES 


Carding and Spinning 

Carding 

Cotton Manufacturing 

Cotton Warping & Weaving 

Dyeing & Finishing 

poy and Circular Knitting 

Loom Fixing 

Spinning 

Synthetic Fabric 
Manufacturing 

Synthetic Throwing, Warping 
& Weaving 

Textile Designing 

Textile aoe 

Textile Mill Supervisor 

Woolen Manufacturing 

Worsted Manufacturing 


TRAFFIC 


Motor Traffic Management 
Railroad Rate Clerk 
Traffic Management 


TV-RADIO-ELECTRONICS 


Gen’! Electronics Technician 
Industrial Electronics 
Practical Radio-TV Eng'r'g 
Radio Operating 
Radio Servicing 
Radio Servicing with 
Practical Training 
Radio & TV Servicing 
Radio & TV Servicing 
with Practical Training 
Servicing Electr'n’c Devices 
Servicing Sound Equi'p't 
Practical Telephony 
Telephony and Radio 
Communications 
TV Receiver Servicing 
TV Technician 


Accredited Member, 


National Home Study Council 


INTERNATIONAL CORRESPONDENCE SCHOOLS 





Your Name 


Name of the course in which you are interested 


BOX 84096C, SCRANTON 15, PENNA. 


Without cost or obligation, send me “HOW to SUCCEED,” the opportunity booklet about the field | have indicated below, and a sample lesson (Math.) 


In Hawaii reply P.O. Box 418, Honolulu 





























Age_____. Home Address 
City Zone State Working Hours A.M. to P.M 
Occupation Canadian residents send coupon to International Correspondence Schools, Canadian, Ltd., 
Montreal, Canada. . . . Special low monthly tuition rates to members of the U. S. Armed Forces. 
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You won’t be the first secretary to rate 
a raise after switching to Eagle-A Type- 
writer Papers. These papers make a girl 
look good! Your work will be neater and 
clearer... and it will be so much easier 
to make changes. 
Eagle-A Boxed Typewriter Papers are 
available in letter and legal sizes in the 
time-saving Eagle-A original “Hinge- 
Top” box or in 100-sheet packets. 
Secretaries and Teachers 
For free booklet of paper samples and 
Letter Placement Guide, write on your 
firm or school letterhead to Dept. TD. 


American Writing Paper Corporation 
Holyoke, Mass. 


For faster, cleaner typing Choose EAGLE-A 


EAGLE-A 


BOXED TYPEWRITER 
PAPERS 





EAGLE-A 





PAPERS 











made by the makers of the famous 
EAGLE-A COUPON BOND, 
100% Cotton Fiber—Extra No. 1 Grade 
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The Debate Continues 


To Tue Eprror: 

| have just received my March issue 
of Topay’s Secrerary and I'm delighted 
with Mrs. Arline Alvord’s letter regard- 
ing the working mother. I, like Mrs. Al- 
vord, am a wife, mother and secretary 

I appreciate someone speaking up in 
our defense. 

I was compelled to return to work 
upon the lack of work at my husband’s 
plant. He has been laid off since May 31 
of last year. Now that all unemployment 
benefits have ceased. I am the sole sup- 
port of my family consisting of two teen- 
agers (17 and 15 years of age) who, of 
course, are in high school. I am happy 
that I am able to work and help my fam- 
ilv and deeply regret the feeling of the 
single girls who do not understand such 
a situation. 

I do not feel. and neither does any 
member of my family, that I am neglee- 
ing my family in any way. I still do my 
own washing and ironing, cleaning, 
marketing, cooking, baking, sewing and 
even find time to help out with the Girl 
Scouts. I will admit that sometimes it is 
in the wee hours of the morning when I 
get to bed, but I have never regretted a 
minute of working to help out. My chil- 
dren are considerate of the situation and 
do everything possible to help me. 

I enjoy my work as secretary to an 
attorney and it gives me a chance to 
catch up on all the latest fashions. Like 
Mrs. Alvord, I agree that you will never 
find a working mother without make-up, 
nylons (which many single girls feel are 
unnecessary), a becoming hairdo (not a 
pony tail just because it’s convenient) 
and make-up. 

A working mother does not neglect 
her family. As a matter of fact, she ap- 
preciates them more, as they do her. 


Thank you for letting me “say my 
piece.” 
Sincerely, 


(MRS.) JEAN SPRANKLE 


To Tue Epiror: 

Commenting on Mrs. Alvord’s letter, 
in regard to my own childhood, I don’t 
remember whether my mother was up-to- 
date in fashions, hairdos, etc., nor do I 
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remember our new furniture, but | do 
remember that Mom was always there at 
home to administer physical or mental 
first aid! (Isn't that why I'm well ad- 
justed, Mr. Freud?) 


Sincerely, 
(MRS.) JOANNE MOORE 


To Tue Eprror: 

Your articles under the heading “Mrs. 
Secretary” have been most enjoyable, 
particularly so to me as | am a mother 
with three children and also a full-time 
secretary ... 

The working mother spends eight 
hours at the office and returns home to 
take care of her family. She has the 
peace of mind that comes with knowing 
that hers is a rich and productive life, 
that she has contributed in some way to 
the success and economy of the nation. 
She can be an agreeable companion to 
her husband and children because she 
has not been spoiled by a dull and unsat- 
isfying day. She does not have to pounce 
on her husband for conversation because 
she has been without adult companion- 
ship all day. With all the modern con- 
veniences and push-button helpmates in 
today’s home, it would be hard to keep 
busy all day in order to achieve the same 
feeling of accomplishment. 

Many mothers employ older women 
who would otherwise spend their golden 
years lonely and useless. Our “Grand- 
mother” is a widow of 67 who has been 
with us for three years. Her life is full 
and productive. She has become a part 
of our family, a place that could not be 
hers otherwise because she has no fam- 
ily of her own. Real grandmothers, maid- 
en aunts, neighbors and friends often fill 
the same position. 

Working women used to carry the bur- 
den of social criticism: now it is the 
working mother who carries the same 
burden. I do not think that many work- 
ing mothers “have” to work. It is, rather, 
of their own choosing. True, there are 
some women who can barely manage a 
home; to them a job would be too much. 
Thank heaven all women do not feel the 
same way! 

Sincerely, 
(MRS.) BEVERLY COBIA 
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designed 
for 


secretaries: 


functional...feminine...fine writing desk ball pen Stemety 





Specifically for the fashion-minded, efficient secretary who takes dictation, 
makes notes, or does other fine-line writing. NOBLOT STENOTIP Pen is dis- 
tinctly feminine: a pastel-pink plastic, round barrel topped by a fast-acting, 
matching pink, ball pen eraser. Extended tip gives far better writing visibility, 
makes all forms more legible. A lovely desk model, available with a long-last- 
ing supply of ink (blue only). See your nearest stationer for NOBLOT STENOTIP 
Pen by EBERHARD FABER—your one source of supply for all writing needs. 


Only 39¢. Less in Quantity 


EBERHARD FABER 


Witkes-Barre, Pennsylvania New York-Toronte, Canade 
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New Launching--De-emphasizing regimentation, "Playboy 
Tours" offer a new approach to group travel; will 
feature trips to Europe, the Caribbean, Mexico, the 
Pacific and specially tailored individual itineraries. 
According to Hugh M. Hefner, editor and publisher of 
Playboy, activities will have special appeal, such 
as an artist's studio party in Paris for a showing 
of contemporary paintings; swimming from a private 
yacht in Switzerland; candlelight dinners in medi- 
eval castles and viewing vintage automobile col- 
lections. Groups will average about thirty partici- 
pants. Most of the European series will be twenty- 
three-day air tours and will sell for under $1,500, 
New York to New York complete. There will also be 
several sixteen-day tours for those who cannot spare 
more than two weeks, like today's secretaries. 


Quid Legeres? So you think Latin is a dead language? 
Not so. Latin is still so much alive that there is a 
bimonthly magazine, Auxilium Latinum, written en- 
tirely in Latin. Published in New England, it has 

a paid worldwide circulation of thirty thousand and 
is still growing. Subscribers, says the Catholic Di- 
gest, comprise a cross section of the world's popu- 
lation: bank guards, bishops, grain merchants, cooks, 
waiters and doctors. 








A Flighty Idea...A steel service company is starting 
an experiment--and seven pigeons--around the Midwest 
to see if the procedure involved in getting sales 
orders back to the main office is strictly for the 
birds. If the pigeons make it back to Chicago with- 
out mishap, Interstate Steel Company may pigeon- 
hole the practice of having salesmen bring in their 
own orders. Orders for steel that companies have 
placed with Interstate are in capsules attached to 
the pigeons' legs. "This could be one answer to the 
expense account problem," says President Howard R. 
Conant. "Pigeons are not going to stop for fancy 
Steak dinners or put up in the best hotel rooms. 
how much do a few grains of cereal cost?" Conant 
admits he has considered some disadvantages. "Suppose 
our competitors got word of it and started shooting 
down our sales orders? A few blasts of birdshot and 


Interstate might be up against its own private 
recession." 


And 


THE MODERN LINE of least resistance is the dotted one 
at the bottom of the installment contract... THE 
REASON we don't write from the bottom up is that we'd 
smear the ink! (Discovered by a small boy.) 
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PERIODIC PAIN 


Midol acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the “blues”. 








Sally now takes Midol at the S/S 
first sign of menstrual distress. 


“WHAT WOMEN WANT TO KNOW" 
FREE! Frank, revealing 24-page book 
explaining menstruation. Write Box 280, 


New York 18, N. Y. (Sent in plain wrapper.) 


Sallys GA / 


wiTH 


pol 



































How Machines Read 
This New Language 


BRAND NAME 
SELECTOR 
Business 
Writing 
Supplies 


RIBBONS 
Classic Pinnacle 
Commander Rainbow 
Marathon Silk Gauze 


CARBON PAPER RIBBONS 


Columbia M-50 
Columbia PF-75 


CARBON PAPER 
Accountant Special 


Classic Pinnacle 

Commander Plastisol 

Marathon Rainbow 
Silk Gauze 


DUPLICATING SUPPLIES 


Colitho Offset 
Ready-Master Spirit 





el 


t,34"829" . . . machines that can read. . . per- 
forming instantly and accurately tasks that take scores 
of persons weeks to accomplish! The scope and impact 
of their fantastic abilities on the world of business are 
just beginning. 


In the field of banking, for example, modern electronic 
business equipment reads a special language of its own 
to sort, list and post checks automatically. The ability 
of the equipment to recognize these symbols depends 
upon the quality and strength of a unique maguetic ink 
used to form the image. 


Columbia—long a leader in research and development 
of carbon papers, ribbons and duplicating supplies— 
has played a major role in the development of these 
magnetic inks. This scientific breakthrough is even 
more significant because it is the first in a field whose 
boundaries are yet unmeasured .. . a field in which 
Columbia is most capably equipped to pioneer. 





Ribbons - Carbons - Duplicating Supplies 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y. 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF. 








SECRETARIAL 


bookshelf 


FODOR’S 1961 TRAVEL GUIDES. Fd. by by 
gene Fodor. David McKav Co.. Ine. 





Fodor's individual guides are designed 
espec ially for those travelers 1 ho con 
centrate on a particular country on 
region. In the series are: Austria. Bel. 
gium-Luxembourg. Germany. Greece. 
Holland. Switzerland. Yugoslavia. Ha 
wati, each at $4.25: Britain-lreland 
France. Italy. Scandinavia. Spain-Port 
ugal. each at 84.95: and Fodor's Guid 
to the Caribbean. Bahamas and Ber 
muda” at 85.95. Also available 
“Fodor's Jet { 2 Guide to Europe 
1961” at 85.95. 


“WHAT A SECRETARY SHOULD KNOW” 
Series. The Dartnell Corp... 4660 Ravens. 
wood Ave., Chicago 40, IIL 20 cents each. 


{ series of pamphlets designed to mak 

good secretaries even better. Fa h in 
sures a flow of practical data, ideas and 
inspiration to secretaries. Titles include 
“What a Secretary Should Know About 
Bosses: About Herself: About Money: 
fhout Sources of Information: About 
futomation: About the Boss-Secretary 
Team.” 


THE NEW AMERICAN GARDEN BOOK. R. I! 
Fisher and Company, 112 Atlantic Avenu 
West. Virginia Beach. Virginia. $1.98. 


For those who love to make things 
grow, these 832 pages of garden infor- 
mation are based on the knowledge of 
experts in horticultural and agricultural 
departments. Flowers. trees. fruits. veg 
etables—all are included. A handy ref 
erence for flower arranging, herb o 
flower garden planning. disease and in 
sect treatment, etc. 


LISA AND DAVID. Theodore I. Rubin, M.D. 


The Maemillan Company. $2.95. 


! unique and beautiful story of two 
emotionally @isturbed adolescents who 
help each other recover. Lisa can speak 
only in rhymes and nonsense words 
when she enters the treatment center for 
mental illness. David. a brilliant boy 
of sixteen. learns to talk to her and they 
begin to reach each other. Dr. Rubin 
captures the intense feelings of his 
characters—their heartbreak and their 
victories. Psychiatrist’s notes are in 
cluded at the end. 


TREASURE HUNTING IN YOUR LOCAL MU- 
SEUM. Barbara Morgan. Employee Rela 
tions, Inc. 13 E. 53rd St., New York 22. 
N. Y. 15 pp. 25 cents. 


Far from being a dusty warehouse of 
faded relics from a forgotten past. the 
museum of today offers a thrilling and 
adventurous experience in treasure 
hunting. Here is a fascinating glimpse 
of how museums have kept pace with 
the times to appeal to people of all ages 
on all subjects. 
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ceeruline paperva by Kunberly-Clank_, 





Executive Papers are properly pampered for perfect re- 
production on office duplicating equipment. You can 
choose from cotton fiber, sulphite, coated and uncoated 
papers — the right paper for the job, accurately cut and 
ready torun. Attractive new wraps keep Executive Papers 
crisp and clean, right down to the last efficient sheet. Order 
(and re-order!) from your Kimberly-Clark distributor. 


YOU MAKE BETTER BUSINESS IMPRESSIONS ON PAPERS BY KIMBERLY-CLARK 
Ipril. 1961 Y 
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The new Royal Electric Typewriter makes words and letters so finely-honed it is 

a pleasure to put a signature to them. We think you will want this typewriter. 

But before you decide, please do yourself, your secretary, and your company this 
service: see all the Makes of electric typewriters. Check them for printwork, 

for touch, for any other quality you wish. Only in this way can you really know 
the worth of the choice you will make. ROYAL McBEE CORPORATION 
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EXPERTS: 


Q. Is there a rule for words, such as the 
ones emphasized in the sentence below, that 
are commonly used by industrial firms in 
public relation brochures but don’t appear 
in the dictionary? 
1s manager of Training and Develop- 
ment. Mr. Smith has direct responsibil- 
ity for all in-plant and _ out-of-plant 
training programs for the Utah and 
Wasatch divisions. 


a The two adjec tives that you mention 
illustrate the many adjectives “manufac- 
tured” by dictators to fit particular occa- 
sions. Such adjectives consist of two or 
in your example in plant 
and out of plant. When such modifiers 


more words 


precede a noun, they should be hyphen- 
ated, but when they follow the noun, the 
construction is usually such that it’s not 
necessary to do so. Thus: 
in-plant and out-of-plant training 
program 
but 
a training program conducted 
either in the plant or out of the 
plant. 


Q. Is with, to, or for correct below? 
Please indicate a time convenient (with, 
to. lor) yourself. 


{. Either for or to may follow con- 
venient. Some authorities, however, con- 
sider to Nevertheless, it’s 
used constantly. Here are some different 


colloquial. 


USCS: 
This apartment is convenient for a 
family that entertains a great deal. 
This apartment is convenient fo my 
office. 


With is not used after convenient. 


VA 
VS 


Q. Should who or whom be used in the 
following sentence? 

“It appears that it may be the same as that 
claimed by William Jamis (who, whom) we 
show on our inventory as occupying about 


. 


one acré... 


1. The relative pronoun should be 
whom, since this word is the object of the 
verb show, and whom is the objective 
form. 
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BUSINESS ENGLISH 


SECRETARIAL PRACTICE 


BUSINESS LAW 
ele) 6.44 4.1), le 
TYPEWRITING 


BUSINESS ARITHMET! 


SHORTHAND 


Q. Is an apostrophe always used in the 
same way when indicating scholastic de 
grees? 


Also, please explain capitalization 


of degrees. 


A. The following examples illustrate 
the use of the apostrophe in academic 
degrees: 

a master’s degree 

their doctor's degrees 

a bachelor of science degree (used as 
an adjective) 

An academic degree that follows a 
personal name should be capitalized 
when it’s spelled out and when it’s ab- 
breviated: 

James S. Stuart, Doctor of Phi- 
losophy 
James S. Stuart, Ph.D. 





Q. We notice in some business public a 
tions that names of magazines and news 
papers are not underscored, put in quotes, 
or otherwise distinguished. Is this a neu 
rule, and is it followed by other standard 
style sources? 


A. The style for typing titles of peri- 
odicals varies according to the purpose 
of the material in which the titles occur. 
letters, such 
As most of the dic- 
tation material in secretarial books and 
magazines consists of business letters, this 
is the style used. 


In business titles are 


simply capitalized. 


In material that is to be set in type 
later, as manuscripts, such titles should 
be underscored. Underscoring indicates 
to the printer that italics should be used. 

Usually publishers use all 
for the titles of their own publications. 
The publishers of our magazine, for ex- 
ample, would write Topays SECRETARY. 


These distinctions are necessary be- 


capitals 


cause it’s not possible to use the same 
display methods in typing as in type set- 
ting. 
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valuable work-saving tool 
a secretary can own! 


Shows you how to — 





speed through every 


essowr 
secretarial task with 
EASE & EFFICIENCY ! 


Simply mail coupon below to get your FREE 
copy of this 201-page gift volume. It gives 
you hundreds of useful tips that speed you 
through your work—and help guide you te 
the top of the secretarial ladder! 


It contains everything you will ever need to 
know—from personal tips on appearance 
to actual work-saving aids for handling yous 
job more efficiently. “THE EXECUTIVI 
SECRETARY” is virtually a complete secre- 
tarial course, overflowing with good ideas 
that show you how to become a top-notch 
executive secretary! 


Best of all, this invaluable work-saving aid— 
the entire 201-page volume—is now yours— 
absolutely FREE—with an introductory sub- 
scription to P.S. for Private Secretaries 

the new, high-level secretarial service that 
offers the practical guidance you must have to 
become more successful. You'll wonder how 
you ever got along without it! Edited by a 
staff of expert secretaries—all top profession- 
als—each issue of P.S. brings you such im- 
portant ideas as: 


© writing letters and handling correspond- 
ence by yourself 


© 18 tips that reduce filing time 
® glamorizing the office at little cost 
® speeding up routine tasks 


© 10 valuable ways to cut down duplica- 
tion and waste in reports 


® how to route incoming mail more effec- 
tively 

PLUS special removable feature, ‘Secretarial 

Clinic’, to file as handy references. 


And P.S. as a professional service for secre 
taries is COMPLETELY TAX DEDUCT- 
IBLE! You can deduct its full cost from 
your yearly tax bill. It comes to you twice 
each month (24 informative issues a year) 
at a cost of only $1.25 per month. Mail the 
coupon now and I'll send you the very next 
issue the moment it is off the press. You will 
also receive a FREE GIFT copy of “THI 
EXECUTIVE SECRETARY.” 
lel ele ellie 
| National Foremen’s Institute 

1 Dept. 5885-E1 


| New London, Connecticut 


| 
| 
| 
| Please start my introductory 1 year's subscription | 
| to P.S. right away—and send me my free copy of | 
THE EXECUTIVE SECRETARY.” I under 

| stand that the cost is $1.25 per month, to be | 
| billed 15 days after first issue is sent | 
| 

| 

| 


: C) Bill me 


Name. 


(C) Bill my employer 


| Firm 


ft: eee 
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It's smart to 
depend on an 
Ever Ready 


desk calendar 
..NOt ON Your 
memory 





they are 
smart looking too 


.-- America’s foremost 
desk calendar 





EVER READY 


CALENDAR 
MANUFACTURING CO. 


3: CAF:.27 8 Set 
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' Save 
== Other 


Secretaries 
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. from the tedium of office tasks. 


After all, anything a machine does, 
the secretary 


have to do. The following are the suggestions 
of panel members who realize the work they save may be their own. 


‘ 
doesn’t 


1 use carbon ribbon on my electric typewriter, and though the indicator shows 
when it's low, it doesn't tell me how much farther | can type: consequently, [ run 
out in the middle of a letter. Why don’t manufacturers back the last foot of the 
ribbon in red. to show a change is necessary? 


Mrs. Marie Stuart. Eugene. Oregon 


Why don’t typewriter manufacturers make little “fingers” to fit on the paper 
holder bar to hold small stiff cards stationary in the typewriter? When [| type on 
the edge of Kardex cards everything runs uphill or downhill. . . 

Mrs. Dorothy Gutzmer, Rockford, Illinois 


Can't transcribing machines be equipped with a plastic cover for the foot pedal? 
Whenever our office has mechanical trouble with its machines. nine out of ten 
times the serviceman lists the cause as “dirt in the foot pedal.” 

Miss Nancy L. Allison, Baltimore. Maryland 


The new orthodigital shaped pencils (Futura) are so wonderful to use. | wish 
they'd make pens like them, both fountain and ball-point. 
Miss Ruth Postlewait. Greenville, Illinois 


I've seen extra pairs of shoes in drawers and underneath desks. We secretaries 
could certainly use a small shelf just below the middle drawer for this purpose. 
This would keep them out of sight. For proper dusting, the back of the shelf should 
not be connected to the back of the desk. 

Miss Penny Penner. Oklahoma City, Oklahoma 


It would really be the answer to a secretary's prayer if a manufacturer could 
come up with a typewriter eraser for carbon ribbons. lve used several types of 
erasers and all of them smear the ink. A plastic cleaner applied before erasing 
helps a litthe, but a special eraser would be a big improvement. 

Miss Nancy Dale, Evansville. Indiana 


Why can’t postage stamps be manufactured with sticky backs that just need to 
be pressed on envelopes. saving a secretary time, gooey fingers and offended 
taste buds? 


Miss Brenda Aaronson, Tujunga, California 


Help on the Way 


... for a secretary looking for transparent, colored cellophane tape 
(April. 1960). Chart-Pack. Inc.. One River Road. Leeds. Massachusetts, sells Trans- 
parent Color Tapes. The firm also manufactures pressure-sensitive tapes, planning 
hoards, easels. Tape-Pens and other visual aids. 
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CARBON-INTERLEAVED GUMMED LABELS 
FOR TYPING AND EMBOSSED PLATE ADORESSING 
WITH DIAMOND PERFORATIONS FOR AUTOMATIC OR MANUAL APPLICATION 


For Autbwstic ov Manual Application 


MASTERPIECE 


a portrait of addressing label efficiency 


Here’s one masterpiece that gathers no dust. Companies every- 
where keep Dupli-Snap labels busy speeding their mailings efh- 
ciently. No special equipment needed, and you get up to six copies 
of your mailing list with a single typing. 

Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
labels designed to meet every modern requirement at low cost. 

Remember, labels are the key to economy and efficiency in 
mailings. Find out what the “Dupli-Mail” label system can do for 
your firm, See your stationer today, or write to Eureka for samples. 


_ —— — —_— — —_— —_— — — —— — —_—_  _——— _— 


| — 
EUREKA SPECIALTY PRINTING CO., BOX 149, SCRANTON 1, PA. 
| PLEASE SEND LITERATURE ON DUPLI-MAIL LINE 


ie ae ee, 
Se i. 


@ rt. M. REG, U.S. PAT. OFF. & CANADA 











ONE CAN OR ONE CAR?.... Thousands of telephone calls are placed during a routine 
business day — to place orders, register complaints and often to clarify illegible words from a recent letter. 
It would take a giant electronic brain to compute the dollars and hours spent on the phone bet ween busi- 
nessmen untangling correspondence. More often than you would imagine, it is unclear typing and smudged 
erasures that have caused the dilemma. Clean typewriters, filled with white, bright, strong PLOVER 
BOND, the visibly better letterhead paper, produce letters you can be proud of. Erases neat as a pin. 
PLOVER BOND will improve the appearance of your company’s letterhead — an important part of your 
corporate image. Its uniform cockle finish promises sharp, accurate printing and brilliant color reproduction. 
Ask for, or specify, (whichever is your responsibility) PLOVER Bonp — it will help reduce those phone calls 
— except the ordering kind. 


] 
=P uN D PAPER COMPANY, STEVENS POINT, WISCONSIN 
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DIV-1-DEX file-drawer dividers make a four- 
drawer filing cabinet do the work of five 
drawers. Sturdy metal construction finished 
in chrome plate. Set of six units for letter 
or legal-size drawers with rod is available 
for $6: the set for rodless type drawers for 
$7. Details from Cel-U-Dex Corp., Dept. TS, 
New Windsor. Newburgh. N. Y. 


An exceptionally durable carbon paper, CERTIFIED KEELECTRIC M 
complements the ability of an electric typewriter to make a large 
number of sharp, clear copies. A thin, metallic backing prevents 
curling, and, combined with high quality rag paper, assures eco 
nomical performance. Carbon base of hard wax. From Kee Lox 
Manufacturing Co., Dept. 110, 10 Kee Lox Place, Rochester, N. Y. 


PLANTER BOXES and room dividers made of 
precast lightweight stones add a touch of 
early spring to the office. Each unit has a Fi 
berglas leak and rustproof liner, suitable 
for natural or artificial plantings. In five 
models and two different colors. At $39.95 
and up from Pre-Fab Industries, 3537 Lee 
Rd., Dept. TS. Cleveland 20. Ohio. 





Available individually or in sets, TYPIT bars convert your typewriter 
into a machine capable of typing the entire text of technical and 
administrative reports or papers. Greek letters, fractions, math 
matical symbols, italies—anything that can be printed can be typed 
without alteration or service call. Designed so that contact is made 
between the ivy faces. Write to Mechanical Enterprises, Inc., 3158 
Jefferson Davis Highway, Dept. TS, Arlington 2, Va. 


DIEBOLD OPEN SHELF POWER FILES mak« 
mass filing a push-button operation. No 
stooping or straining to file records in these 
electric-powered floor-to-ceiling units. De 
signed to handle any practical-sized docu 


ments, shelves rotate in an upright position 


with a three-second evcle between shelves. 
From Dwight Beatty, Diebold, Inc., Dept. 
2. Ohio 


PS, Canton 





A PERSONALIZED PENCIL WELL and pencil 
sharpener make a matched set of useful desk 
accessories. 1 he well is solid drawn brass 
with a cork lining. Precision made, the 
sharpener features a replaceable blade and 
gives needle-sharp points. Combination at 
$3.95 from Park Sherman, Inc., Dept. TS, 


Ketcham and McDougall Inc.. Roseland, N. J. 
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NEW 
GENERAL 
COLOR-TEX 
PENCIL 


BRASS 
WHITHOUL 
AN TANG Y 


Any work is easier, goes 
faster, looks cleaner with new 
erasable Color-Tex colored 
pencils. No ghosts, no 
shredded paper! 

Color-Tex lines disappear with 
any eraser... yet can’t 
smear, can’t smudge. Strong, 
thin leads resist breaking. 
Sharp points last and last! 





| 
| 


TRY COLOR-TEX FREE 

AND SEE FOR YOURSELF! 

Write for Free Samples on 
your letterhead today! 
Available in Carmine Red or 
Indigo Blue... in medium or 
hard grades with or 

without erasers, 


mNIWYYS L-BIeT © NEMS XJL-YOTOD PHPM-TD SIVYINID **" 


(GENERAL 
PENCIL COMPANY 


69 FLEET STREET, JERSEY CITY 6, N. J. 
15 











Stenograph 


oirls 


“30 
places: 











They get the best jobs—in foreign countries, in the United ee: meme, Ine. = 
Nations, in Congress, in the new science fields—and the Please send me full information on Stenograph 
reason for it is simple. Stenograph girls are amazingly fast —modern machine method shorthand. 

and accurate shorthand takers because the Stenograph name a De ae 
shorthand machine helps them as their typewriter does. present position - 
winning is easier to learn and proficiency is attained aieaenens celal —4 
amazingly quickly. If you would welcome an exciting new i 
job, more money—start now by filling out this coupon. ae 


® = 


16 TODAY'S SECRETARY 











gat 


















The Human Side 















Yeveral years ago, Marjorie went to 
"work for Mr. Green. a vice-president 
in a large organization. She soon realized 
that her boss ability made him the logi- 
cal choice for promotion to the top spot 
in the company. Varjorie had worked 
hard in order to become a good SCC- 
retary and had paid special attention to 
co-operating with others. She knew that an 
executive u ho is going places needs the 
good will and teamwork of his associates. 

Varjorie got along with the people 
in the company with one exception 
Ge orgia, u ho is secretary to Vr. Morgan. 
the chief executive officer. Perhaps 
Georgia also felt that if anything hap- 
pened to her boss, Mr. Green would be 
his SUCCECSSOT?: Varjorie would go up the 
ladder with him, leaving her out in the 
cold. At any rate, she has been antago- 
nistic toward Marjorie from the start. 

Last month. the board of directors 
announced that Mr. Morgan would be- 
come chairman of the board and that Mr. 
Green would be the new president. It ts 
general knowledge that when Mr. Mor- 
gan reaches retirement age—not too jar 
in the future—Mr. Green will take over 
his duties as well. 

Everyone congratulated Marjorie on 
her boss’ promotion—and her own—ex- 
cept Georgia. She hasn't said a word. 
lo maintain the good working relation- 
ship that will be necessary between the 
chairman's office and the president's of- 
fice, Marjorie wants to overcome Georgia's 
animosity. She knows that she will re- 
ceive little co-operation from the other 
secretary, but shes determined to try. 
lhe odd part of the situation is that 
eventually Georgia will need all the 
friends she can muster if she hopes to 
find some other position in the firm when 


Wr. Morgan retires. 
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Solving the Problem 


\ jealous woman is always a problem, 
and every office seems to have at least 
one person who cannot accept another's 
advancement or cannot adapt to circum- 
stances. These poor sports can take the 
joy out of a good break—if you let them. 

To a person like Marjorie, who knows 
that good human relations make the job 
run more smoothly, a woman of Georgia's 
type is a real challenge. Marjorie is 
wise enough to realize that you can't 
force someone to like you. Luckily, Mr. 
Green understands Marjorie’s plight and 
has always backed her up. 

However. Marjorie’s best bet would be 
to treat the other secretary cordially, 
just as she does everyone else. It takes 
two to make a feud. 

Overlooking the other girl's sulkiness, 
trying hard not to let Georgia's actions 
hurt her feelings and staying out of her 
way are some of the things Marjorie 
can do to alleviate the situation. Pa- 
tience and the knowledge that, in reality, 
she has the upper hand should help 
Marjorie endure the next couple of 
years. 

It might also enable Marjorie to 
understand Georgia’ reactions better if 
she mentally put herself in the other 
secretary s shoes. She might not feel 
like “jumping over the net” either, if 
their positions were reversed. In any 
contest, whether in sports or business, 
the winner has the obligation to soften 
the blow to the loser’s pride. 

One way to accomplish this is to fol- 
low the suggestions below. Marjorie 
(and other secretaries whose bosses are 
promoted) should evade the pitfalls that 
can make a bad situation even tougher. 


i s~% (Continued on page 54) 





TRAVEL TIPS 


from 


AIR FRANCE 
TRAVEL ADVISOR | 


17 days? 23? 45? Turn 
them all into thrilling 
“Vacances Magnifiques”’ 
with unique Air France tour! 


Make every vacation day perfect and 
save time and money, too, with one of 
our exciting new Air France “Vacances 
Magnifiques.” 


A Grand Tour, for Example 


You can visit eight European coun- 
tries in just 26 days, for only $945.60 

from New York! This includes your 
round-trip overseas flight on Air 
France Jet, your hotels, even sight- 
seeing! Or you can take an escorted 
European tour, visiting six countries 
in 23 days for $1,180.20* complete 
from New York. 


Driving Ambitions? 


For you who have driving ambitions, 
Air France offers exclusive Fly and 
Drive Tours of Europe and the Brit- 
ish Isles, including itinerary, hotels, 
meals, taxes, tips, everything! Go for 
17 to 45 days, from $821.30* com- 
plete from New York. Or fly Europe 
to your heart’s content with Air 
France’s Extra-City Stopover Plan 
—it costs no more than the round-trip 
ticket to your farthest city! 


A Passion for Fashion? 


Yours for the asking! A personal in- 
Vitation to 23 top fashion houses in 
Paris, if you fly First Class this spring 
on Air France! Shopping is always a 
highlight in Paris. Plan with my “VIP 
Shopping in Paris” booklet—tells 
where to find what (with map), basic 
French phrases and other facts. 


Stretching Things 


All Air France “Vacances Magni- 
fiques” permit optional side trips for 
very little extra...and everything, 
from start to finish, is payable later! 
But now is the time to get your free 
“Vacances Magnifiques”—1961 plan- 
ning kit—from your Air France Travel 
Agent or through the coupon below! 


* All rates quoted based on Economy round-trip fares 


AIR->FRANCE JET 


{ieee anteater tai tains heer ieee 


Miss Colette d'Orsay, AIR FRANCE 

683 Fifth Avenue, New York 22, New York 

Please send me 

LJ “Vacances Magnifiques”—1961 vacation 
planning kit 

[] “VIP Shopping in Paris’ 

{} “VIP Currency Converter” 

[) “VIP for International Travel” 


Name a — 
Address 
a : Zone State 
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Send for FREE Booklet describing 


RITE-LINE COPYHOLDER 


fr" ——-—-MAIL COUPON TODAY-~—“ 


RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 


| Name 
| Address 


| city 
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HOW TO INCREASE 
YOUR TYPING SPEED 


Gosh, 
Develop your typing speed quickly and 


don’t fail typing this term. 
easily with our new typing record. 
This 33% LP record will have you 
typing faster than you ever dreamed 
possible. It clocks every minute of your 
typing. You type in minute spurts, and 
get a speed score after every minute. 
You keep a daily score on the chart 
provided to measure your improvement 
from day to day as your speed soars 
upward and upward. With the record 
you get a series of timed typings that 
are counted for you, along with simple 
instructions on how to use the record, 
and the secret of typing speed. Quick, 
before another day goes by, send $4 
postpaid for your DDC Typing Record 
to Dictation Disc Company, Dept. 
TS-24, 170 Broadway, New York 
38, N. Y. Guaranteed to improve your 
typing speed or your money back. 

















BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PACE 65 


What’s Your Letter-Writing 


IQ? 


As a secretary, you should have no trouble in selecting the correct answers to 


each of these problems. 


1. If there’s nothing to indicate whether a woman to whom you are writing is 

Viss or Mrs.. use: a) the title Miss, b) the title Mrs.. c) no title. 

In writing a physician, address him: a) Dr. John Daly, M.D.. b) Dr. John 

Daly. c) Doctor John Daly. 

3. The salutation for the letter described in question 2 should be: a) 
Dr. John Daly, b) Dear Dr. Daly, c) Dear Doctor Daly. 

4. In addressing a company located at the corner of Ninth Avenue and West 
12d Street, type the address: a) Ninth Avenue and West Forty-Second Street 
b) 9th Ave. and W. 42 St.. c) Ninth Avenue and West 42d Street. 

5. In thanking the principal of your school for recommending you for a position, 
use the complimentary closing a) 
Respectfully yours. 


») 


Dear 


Respectively yours, b) Cordially, ec) 

6. In addressing a firm whose name consists of a single name, as “John Wana- 
maker,” the salutation should be: a) Dear Sir. b) Dear Mr. Wanamaker, 
c) Gentlemen. 

7. The Attention line a) precedes the salutation, b) follows the salutation, ¢) 

is the first line of the inside address. 

8. The date line for the 10th of the second month of the year should be written 
as: a) February 10, 1961, b) Feb. 10, 1961, c) February 10th, ‘61. 

9. In quoting the price of an article in a letter to a customer, the amount should 
be written: a) $5.00, b) $5, c) five dollars. 

10. A long quoted extract in a letter should have a quotation mark a) before 
each paragraph of the extract, b) before each paragraph and at the end of 
the last paragraph of the extract. c) before the first paragraph and at the 
end of the last paragraph of the extract. 


Ways of Saying “Small” 


The addition of certain suffixes to nouns results in other nouns denoting a small 
or young member of the class indicated by the original noun. Form these 
diminutives. 


1. A small sculpture of a person. 5. A small circle. 

2. A little animal covered with feathers. 6. A small, round elevation of earth. 
3. A young goose. 7. A small stream or brook. 

4. A young lamb. 8. A compact space for fixing meals. 


*“Cood” or “Well”? 


In some of the following sentences, good or well is correctly used; in others, 
incorrectly. Which is correct, which incorrect? 

1. My typewriter isn’t working good. 

2. The usually mischievous child behaved very well today. 

3. The plan for the new course sounds good to me. 

1. Miss Warner, may I go home? I’m not feeling at all good. 
5. Tom always does his work as well as he can. 

6. You look particularly good in that suit. 

7. This food keeps good in warm weather. 
8. The experiment came out good. 

9, The pie smells and tastes good. 
10. | think my brother plays the violin good. 


What 


Is the Difference Between— 


l. scrip and script? 3. tantamount and paramount? 


2. veracious and voracious? 4. typography and topography? 
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MR. ROYTYPE ANNOUNCES: 







VERTEX P-900 
THE RIBBON THAT'S 
A VARIETY STAR 





© 1961 Royal McBee 


VERTEX*® P-900 is a proud new product of Mr. Roytype’s—a 
typewriter ribbon that performs a variety of jobs that once took 
a variety of ribbons to perform. No more changing ribbons for special 
work! e VERTEX P-900 works equally well on both manual and 
electric typewriters ... with either broad or sharp face types. Its one 
basic coating strength gives clear, clean cut impressions on a whole 
gamut of applications, including typing on direct image plates for the 
offset process. e This new carbon ribbon’s improved ink formula 
equalizes typing impressions. Whether the key is touched with a heavy 
hand or a light finger, the results are the same... clean, clear, unt- 
formly black imprints. @e And because VERTEX P-900 is made of 
Polyethylene, it just doesn’t break ...ever. Ask your office-trained 
Roytype representative about this grand new ribbon, VERTEX 
P-900; let him show you how it can simplify your office routines. 
Let him help you select all your other office supplies, too. 


R 
ROYTYPE A complete line of business supplies ... expert help... 
and dependable service, too. 


PRODUCT OF ROYAL McBEE CORPORATION, WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS 
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Famous Acco fastener a Keeps papers secure 


Simply slip punched papers over pronged base section Holds letter, legal—any size sheets. Ideal for work sheets. 
of fastener. Then add compressor section to lock papers Comes in 7 base lengths —from 2%” to 84”. Up to 6” 
_ and prongs in place. capacity. 





Makes folders spillproof At its best in Accobind 


To avoid the hazards of loose paper filing, simply punch The fastener is built right into this Accobind folder. 
two holes in any ordinary folder and insert Acco fastener | Made of firm pressboard, it never sags, saves file space. 
as shown above. Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS 4A Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 
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when i grow 
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...a game played by every 
child during the magic years 
when fantasy still has mean- 
ing. The best part of the game 
is that its goals are ever chang- 
ing. A little boy can be a 
baseball player one day, a 
spaceman the next. His fe- 
male playmate can switch from 
a self-sacrificing nurse to a 
glamorous movie actress — all 
in a matter of wishes. 

We'll wager that at one 
time or another in the game 
just about every little girl 
gazes skyward and says most 
convincingly, “When | grow 
up ... 1 want to be an airline 
stewardess.” Perhaps it’s the 
thought of winging through 
the skies to faraway places, 
perhaps it’s the people one 
would meet or maybe it’s the 
fact that so many stewardesses 
leave their jobs to get married. 
Whatever the reason, the 
career seems to have almost 
universal feminine appeal. 

The wish becomes a 
certainty for many girls. 

It’s obvious each time you 


board a plane. It’sevenmoreN MN AAY CA oPA_y UdA}’ 


apparent at Fort Worth, Texas, 
where a college campus re- 
ceives a constant stream of 
girls... young, attractive, 
eager ... and in a matter of 
weeks sends them skyward in 
the chic blue uniforms of 
American Airlines. 

Directing the in-and-out 
flow is a trim, attractive ex- 
stewardess, Millie Alford. 
From her office she has two 
views — one, the air-borne 
activities “across the road” 
at Amon Carter Field, the 
other, an open doorway into 


up i want to be 


the daily routine and prob- 
lems of the college. 

She must maintain a neat 
balance between the two. 
Helping her “in so many 
ways” to do just that is Pat 
Vernon, a comparative new- 
comer to the college “but,” 
she reports, “an old hand 
in the secretarial field.” 
Together the two 
form an enthu- 
siastic, air- 
minded team. 

Onward 
now to... 







by mary jollon 











meet the boss...millie alford 


® Most people don’t go down in order to go up. Millie 
Alford is an exception. First she was literally up in the 
clouds as a stewardess for American Airlines, then she 
came down, and all by way of a promotion. 

The company’s planning was sound. If you have a 
stewardess who is so very good, the bigwigs reasoned, 
why limit her abilities to just one plane at a time? And 
since omnipresence is still a million light years away, 
the next best thing is to let her teach her methods to 
others. In this way, we'll have a number of very good 
stewardesses. 

So American brought Millie down to earth. First as 
an instructor in the stewardess school, then in a variety 
of supervisory positions relating to the training program. 
Obviously she was just as successful down as well as up, 
because today she is the superintendent of American’s 
Stewardess College at Fort Worth, Texas. 

What brought her so far? We'd say a wide, wide 
smile, a no-nonsense manner, a strong sense of discipline, 
a “get along with everyone” personality and meticulous 
grooming that her charges might do well to emulate. 

Under her aegis pass almost a thousand girls a year, 
on their way to fill vacancies caused by bigger flight 
schedules and all those marriage licenses. It’s a tremend- 
ous responsibility, but Millie seems well able to handle 
it. One reason may be several pre-American years as a 


school teacher. 
Just what does it take to turn a one-time student, 


_actress, typist or nurse into a stewardess? Courses in 


nearly a hundred subjects—everything from airline 
routes to name association, from theory of flight to 
posture and deportment, from Federal Aviation Agency 
regulations to make-up techniques, from hairstyles to the 
all-important detailed stewardess procedures. And it 
must all be digested in six and a half weeks. 

“Of course the girls are carefully screened before- 
hand,” Millie comments. “We receive thousands of appli- 
cations . . . perhaps one-third will make it.” 

Applicants are thoroughly questioned in their home 
territories by teams of personnel experts who crisscross 
the country. Interviewers look for special qualities: 
attractive appearance, good character, sales personality, 
pleasant disposition, even temperament. These, in addi- 
tion to statistics like age, height, weight, education. 

“Sometimes,” Millie admits, “even the best interviewer 
can be wrong. A girl will be accepted and come out 
here—soon we see that she’s not stewardess material. She 
may be too introverted, she may not get along well with 
the other students, she may not absorb all she’s being 
taught. Often she'll realize the fact herself and come to 
us ... if she doesn’t it’s up to me to tell her, That’s one 


part of my job I don’t like.” (Continued on page 54) 





@ When Pat Vernon was a little girl, she probably 
dreamed of orange blossoms and babies rather than of 
a fabulous career. She’s that kind of person—pretty, 
petite, soft spoken, definitely a “home” type. And, as for 
so many girls, her dream came true. Today she has a 
husband, a teen-age daughter and one additional project 
~—a secretarial career. 

Like all wise women, she puts her family and home 
first. But that doesn’t prevent her from liking her job 
immensely and doing it with quiet efficiency. Not, she 
admits candidly, that she hadn't had a few misgivings 
about her present postion at the start. “I was afraid there 
might be just too many women around. 

“But,” she adds quickly, “it’s turned out beautifully. 
Millie’s wonderful to work for . . . the staff is so co- 
operative . . . there’s none of that bickering and tension 
you find in so many offices . . . and the students are fun.” 

What does she do all day? The usual secretarial 
routine—phones, letters, dictation, details and lots and 
lots of typing. “There are times when I can never get 
away from that typewriter.” 

The reason for all the typing is this. Each time a new 
type of plane is added to American’s fleet, it calls for 
new stewardess procedures. (A Boeing 707 jet, for ex- 
ample, carries more passengers further in a shorter time 
than the jet prop Electra.) A girl must be specially 


meet the secretary...pat vernon 





trained for each plane—so the college must have a differ- 
ent training manual for each. Pat’s job: to type the 
almost-endless pages. 

Rizht now she’s working on the manual for the latest 
jet, and she doesn’t mind at all. In fact, she finds it in- 
teresting . . . a chance to learn about planes, procedures, 
grooming. “There’s even one section on my pet stumbling 
block, remembering names, I'll have to concentrate on 
that.” 

Pat’s desk is placed conveniently close to Millie Alford’s 
office door—thus she can act as a buffer between her boss 
and some of the problems that have a habit of cropping 
up. This may mean anything from making out schedules 
to assuring a nervous neophyte that she'll certainly pass 
that test on airline routes and schedules—if she studies. 

“One thing about this job,” Pat comments, “there are 
always plenty of new faces around. You're just getting 
used to one group when it’s time for them to leave . . . 
then you start all over with another batch.” 

Someday one of the new faces may look startingly 
familiar, Pat’s daughter has her heart set on being an 
airline stewardess. “She saw American’s recruitment 
movie Come Fly With Me and | guess she took the invita- 
tion literally, Millie has invited her to the next graduation 
ceremony and she can hardly wait.” 

Graduation is, of course, the (Continued on page 58) 
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BY MARILYN FRENCH 


ON A EUROPEAN TOUR, a group of oflice women were 
comparing notes on how they had managed to get five 
weeks off and who was doing their work while they 
were gone. One secretary loudly—and_ proudly——pro- 
claimed, “When I leave our office, everything stops!” 
Her listeners were startled. They had responsible jobs 
too. but not one of them felt she was indispensable ol 
had so much authority that the staff couldn't make a 
move in her absence. 

The air some women assume of being “the powe1 
behind the throne” partially explains why few secre- 
taries are given carte blanche in’ business. No sell- 
respecting boss relishes having others believe that he is 
a puppet and his secretary is running the show. Happily. 
the majority of secretaries are not power hungry. but 
they need and want enough authority to perform thei 
duties efficiently. 

Any secretarial job involves some degree of control. 
although it seldom is clearly defined. You may wonder 
how much authority you have—it may be greater than 
you think. If you are receiving more and more responsi- 
bility, you need the authority to dispatch it. If you have 
a great deal of authority, you may be concerned about 
handling it gracefully, without becoming smug. without 
causing resentment. Whatever your situation, it should 
he useful to review the scope of secretarial authority 
how to measure it, how to attain it, how to use it wisely 


and well. 


OBSERVE THE ROAD SIGNS 
The amount of authority given to a secretary hinges 
on several factors: (a) Company policy; (hb) the boss's 
willingness to give his secretary free rein and then back 
her up; (c) the secretary's duties; (d) the secretary 
herself—her experience, seniority, judgment and busi- 


ness sense, 


Steep Incline 

While progressive management tends to give employees 
as much responsibility and authority as they can handle. 
procedures and channels of command in some firms are 
so rigid that little is left to the individual’s judgment. 
Everything must be done according to the book. Even 
companies that grant unlimited power to men sometimes 
are slow to give women authority. If you are unsure in 


which class your company fits, read up on its employee 
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SECRETARIAL AUTHORITY 


policies, note how many women hold executive posts. 
study the secretaries to top management and the amount 
of jurisdiction they have. 


Ven Working 

The second factor is the employer. His viewpoint may 
adhere to company policy or it may be just the opposite. 
In the same organization, one man will ration authority. 
the next will give free rein. A boss may believe in de- 
veloping subordinates by delegating responsibility and 
the right to carry it out. The type who wants to do 
everything himself will hate to relinquish any authority. 
An executive who travels a great deal will have to rely 
on his secretary's judgment more than one who is always 
available. 

If you are in doubt about your boss’s viewpoint, his 
actions will provide a clue. Your authority will be 
limited if he insists that letters be transcribed exactly 
as dictated, despite errors or undiplomatic phrasing. If 
he handles all details, double-checks everyone's work, 
gives explicit instructions on small tasks, he wants a yes 
man, not a real assistant. He may be overly cautious 
because he once had a secretary who usurped his 
autherity. But a boss who assigns work and leaves it up 


to you is more likely to trust your capacity. 


Construction Zone 


The other considerations are your personality and the 
scope of your job. Do you want to assume authority? 
Do you like making decisions and being responsible for 
the results? Some people thrive on power; others do not 
want it or are not confident enough to handle it. If you 
are businesslike, accurate, discerning and enthusiastic, 
authority should come automatically. 

\ good way to check your preparedness is to review 
your background and experience. If you have held re- 
sponsible jobs, have been elected to office in clubs, if 


others follow your lead, you have the qualifications. 


Green Light 

The requirements of your job indicate how much 
authority you can shoulder. For example, if you do 
many tasks for your boss, you need and have more 
jurisdiction than a secretary whose work is purely steno- 
raphic. Basically, the nature of secretarial work includes 


certain rights. The average secretary has authority to: 


{pril, 196] 


@ Open the mail and sort it, discard circular material 
of no interest to her boss, route letters that should be 
handled by other departments. 

® Screen telephone calls (unless the boss wishes to 
answer them himself), decide their disposition. 

@ Make appointments for the boss, fitting them into 
his schedule. 

® Act as hostess, assisting visitors and introducing 
them to the boss or other executives who can handle 
their requests. 

® Correct errors in grammar, arithmetic or facts when 
transcribing dictation. 

® Sign dictated letters in the absence of her boss. 

® Maintain the files, set retention schedules, transfer 
or discard outdated material. 

® Keep confidential papers and turn down unauthor- 
ized requests for access to them. 

® Handle clerical duties and streamline methods of 
handling them. 

® Requisition supplies and equipment essential to her 
work and arrange for service or maintenance. 

@ Follow through on the boss's projects to see that 
deadlines are met, whether the work is being done inside 


or outside the company. 


Keep Right for Expressway 

After you have worked for an executive long enough 
to gain his confidence and trust, your responsibilities 
and authority will increase. Each job well done means 
another milestone reached. For example, one secretary 
started slowly on a new job. She opened the mail and 
sorted it into three classes: personal or confidential 
letters (which she left unopened ), correspondence and 
noteworthy material and items of no interest to her em- 
ployer. To be sure she was on the right track, she asked 
her boss to look through the third pile each day before 
she discarded it. Within a month, she knew what to 
save and what to discard. It wasn't long before the boss 
told her to open the personal and confidential mail, too. 

Another secretary noticed that her boss never had 
enough time to dictate. She asked whether he would like 
her to handle routine letters and offered to submit rough 
drafts for his approval at first. He agreed. Eventually, 
he let her answer almost all the mail. 

In similar ways, your secretarial “bill of rights” can 


expand. Experienced (Continued on page 59) 
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Perhaps that used to be true about the future 
we mean. Why, we can remember, and we're sure you 
can too when the future was some shadowy inde- 
terminate time beyond. a never-never land. years out of 
our ken. Now, we have the feeling that something's 
amiss, because suddenly the future doesn’t seem any- 
where near as far ahead as it once did. Maybe it has some- 
thing to do with Russia’s rocket 
to Venus, or the fact that we've 
chosen three Astronauts ourselves. 
To us, that sort of thing is science 
fiction, but then we still have our 
suspicions about electricity and the 
radio. We are sure however, about 
one thing—the circumstance that 
triggered all this unease. 

For the past months, in these 
articles on working wives and mothers, we have criti- 
cized from time to time the attitude of the feminine 
press in general toward married women who work. 
We didn't really expect any change to take place 
surely not as a result of slings and arrows from this 
department. Well, someone took a pleat in time again. 
and we're right smack up against the future. For even 
as you read this, one of our most popular women's 
magazines will be presenting an article on the jobs 
available to wives and mothers. We think this is what 
they call victory in our time. . 
we like it. 


When the future stayed where it belonged, an ob- 


. and we’re not so sure 


server of the social scene. if he were a coward, as we 
strongly suspect we are. could wrap up his satire and 
criticism in a disguise of enchanting fantasy and write 
about a Utopian world of tomorrow. Now. with the 
future taking on all the hideous reality of the present, 
we shall simply have to face it, summing up our thoughts 
on working wives and mothers as straightforwardly as 
we can. There are only three points we wish to make. 

One: It is high time that American women learned 
the value of self-discipline. For many of us, it may 
be too late. The habits of self-indulgence are learned 
early, along with the fuzzy thinking and fuzzy emotions 
that protect and encourage this condition. For most 
of our middle-class working wives today, a job is simply 
another manifestation of self-indulgence. 


Before you start throwine things, hold it! It may be 


From the Mort Sahl album of the same name. 
pA 6 


"THE FUTURE 
LIES AHEAD”* 


by Jeanne Martinson 


that we have different definitions of self-indulgence. 
We've already shown that in the majority of cases. the 
money that these women earn is consistently devoted 
to maintaining an arbitrary standard of living. We've 
shown how an increasingly service-producing economy 
has given these women an opportunity to realize their 
personal and financial ambitions by creating a flexible 
market for their clerical and secretarial skills. In fact, 
the economy is extremely dependent upon them. regard- 
less of contrary public opinion. We have also indicated 
that promotions for women are scarce in business be- 
yond a certain point and that even in office work. where 
women predominate, a man doing similar work will get 
higher pay. 

lt is our opinion that feminine self-indulgence 
due in great part to training. parental attitudes and 
exploitive social conventions—operates to continue a 
deplorable situation. most diflicult to change or challenge 
because it seems so often to be innate. We're talking 
about the sort of self-indulgence that blinds so many 
women to their true worth as human beings and indi- 
viduals . . . the sort of self-in- 
dulgence that allows us to accept 
eagerly and without question our 
not-too-spectacular place in the 
business world. 

American women would howl 
loud and long if suddenly we were 
all thrust into harems. Yet what 
sort of freedom is it that we have 
which can accept... in a day 
when rockets are homing in on Venus . the profes- 
sional harems into which the majority of us are shunted? 
Not true? Then why are 95 per cent of the almost 2% 
million secretarial workers women? Why the predom- 
inance of women in nursing and teaching and, in the 
latter profession, so few in top jobs? Now there's 
nothing wrong with working as a secretary, teacher or 
nurse. Our objections are based on the fact that self- 
indulgence rather than ambition may often lead us to 
these fields of endeavor. During the last war. Rosie 
the Riveter was a powerful symbol of the sort of work 
women were capable of. Today. we don’t hear of her. 
Instead, we . are lured into 
the business world with promises of plush offices. lush 


. and our daughters 


locations, fascinating social contacts and a lot of other 
magoo to sweeten up the plain, sensible idea of secre- 
tarial work. And we fall for it. Or some of us do. 
We suggest that self-indulgence can be fought only 
on an individual basis. There’s no Orwellian Big Brother 
watching us, thank goodness, but sometimes we're 
tempted to hope for one. In some way. we must seek 
a means of relieving the “inbred” confusion of women’s 
lives. Magazine articles aren't going to do it. It’s got 
to start with early training. It has to proceed with 
example; it must continue throughout education. For 
this self-indulgence, this tendency toward making al- 
lowance for ourselves, physically and intellectually, this 
complacent acceptance of second rate and second place 


hecause it's easier ts certainly (Continued on page 55) 
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pont: In a small office with two narrow, 
high windows, don’t use dark and patterned 
draperies. They only accent the narrow, high 
quality. Don't use dark furniture with great 
detail in design This tends to overpower 
the small room. 
po: But do use sheer curtains accenting 
every inch of the width of the wall. Use light 
and simple furniture. eliminate excess detail. 
Light carpeting. light upholstery. light walls 
will add to the fee ling of spac iousness. 


BY KIM HOFFMANN 


Member of the American Institute 
of Decorators 
April. 1961 


@ Any good secretary—and we're sure that includes 
you, gentle reader—has one aim constantly in mind. She 
tries to relieve her boss of as many details as possible, 
thus freeing him for the “big stuff” only he can handle. 

To do this may require only a little extra time and 
effort. Dealing with visitors, for example, can become a 
matter of routine after several weeks. Buying Christmas 
presents and making dental appointments are not in- 
surmountable tasks. Keeping an up-to-the-minute appoint- 
ment book may require some dexterity, but even this 
can be handled without much previous study. 

There is another field of activity that may be mastered 
by the zealous secretary: the planning or rejuvenating of 
oflice décor. But here she'll need more than effort and 
common sense. A goodly amount of knowledge is re- 
quired, starting with the basics—the relationships be- 
tween design, color and light. 

When the time comes to give the office a new look, the 
busy head of a firm may not wish to call in a team of 
experts to do a complete overhaul. On the other hand, he 
may have neither the time nor the talent to do the 
planning all by himself. Who does he turn to? His faith- 
ful secretary, of course. 


“That's me,” you murmur. “So far it hasn’t happened, 
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but if it does, what do I do?” 

Prepare. For the girl who can interpret her boss’ 
thoughts on decorating (this may take some doing) and 
translate them into reality—modifying or adding to them 
as taste and need demand—is an invaluable asset. Even 
if an expert is retained to do the work, a secretary's 
understanding of the job, her co-operation and on-the- 
spot supervision will make her a first-rate liaison between 


her boss and the office designer. (Continued on page 50 











Europe beckons, the bank account 
is healthy, you're dying to go—but you 
have only a two-week vacation. Should 
you do it? 

Yes... if you plan wisely and well. 
Don't Zo abroad with the idea of seeing 
twenty countries, fifty cities and hun- 
dreds of towns, all in fifteen days. In- 
stead. pick a special “like” of yours— 
be it music, art, shopping, meeting 
people or loafing on the beach—decide 
on several spots that cater to that “like” 
and spend your two weeks there. Go out 
of season if at all possible (the airlines 
offer wonderfully low 17-day excursion 
rates) and, most important, have a good 


time. 


Fabulous Spain—and that’s the per- 
fect adjective for this country—combines 
scenery, culture, art, warmth, gaiety and 
peace in one appealing package. For 
a two-for-the-price-of-one vacation you 
might want to skip the organized tours 
North 


they're very, very good) and concentrate 


to Andalusia or the (although 
on two objectives: big-city atmosphere 
and island charm. To start, a week in 
Madrid, a fascinating city housing the 
world’s most talkative people. Things to 
see: the Prado with its paintings, the 
Retiro Park, the Plaza 
Mayor, the modern University. One-day 


Royal Palace, 
excursions can be made to Toledo (the 
home of El Greco), El Escorial and Los 
Caidos (the former the monastery built 
by Philip II, the latter Generalissimo 
Franco’s monument to Spanish Civil War 
You'll 


leather goods, Toledo ware, clothes (cus- 


casualties). want to shop for 
tom-made in three or four days) and 
mantillas, and don’t miss Sunday morn- 
ing in El Rastro, the Flea Market (watch 
pocketbook here). 
There are jai alai games several times a 


your and bargains 
week, the bull fights on Sunday, dining 
and dancing at good night clubs (be 
careful though—ladies don’t go every- 
where in Spain). Allow lots of time for 
café sitting 





the Spaniards do—and re- 
sign yourself to the fact 


that nobody dines 
before 10:30 at 
night. Spanish 

food is very 

good, with 

such spe- 


cialties as 


roast suck- 







i iiwexnedks 


ling pig. gazpacho, paella and flan well 
worth a try. From Madrid a quick flight 
to Barcelona, where the Catalan atmos- 
phere is quite different from that of the 
sophisticated capital. To see here: the 
Ramblas, the old city with its cathedral, 
the Spanish Town, the works of that 
extraordinary architect Antoni Gaudi, 
the view from Tibidabo high above the 
city. Two days should be sufficient, then 
this 


romantic island of Mallorca. Now for six 


another plane trip. time to the 
days of sunning, swimming, al fresco 


dining (marvelous seafood), native 
dancing, music and just having fun—all 
‘midst that travelers’ boon, reasonable 
prices. You may decide to give up work- 
Practical Notes: Get there 
via TWA, Pan American or Iberia Air- 
lines. Round trip fare, New York to 
Madrid, $393.20 (17-day excursion rate), 


with connections to Barcelona and Mal- 


ing forever. 


lorca. Hotels: a variety available with 
prices ranging from a high of $10 in 
Madrid (deluxe classification) to a low 
$4.50 in Mallorca (and this price in- 
cludes meals). 


Interested in really getting to know peo- 
live? Then 
“Meet The 


prospective 


ple, really seeing how they 
try Seandinavia with its 
People” program. As a 
“friend,” all you have to do is drop in at 
the local tourist office in Copenhagen, 
Oslo or wherever, tell them about your 


They ll 


find your opposite number on their lists 


job and interests, and presto! 


and you ll be invited to his or her home 
(don’t worry—English will be spoken). 
No strings attached—just warm friendly 
feelings from people who would like to 
meet you, too. To Know the Norwegians, 
Oslo Travel Association, 
Raadhusgaten 19, Oslo. Find the Finns 


contact the 


by getting in touch with the Finnish 
Tourist Mikonkatu 15A, 
Helsinki. Sweden At Home can be seen 
by contacting in advance the Swedish 
National Travel Office, 630 Fifth Ave- 
nue, New York 20. And you'll Meet the 
Danes by looking up the National Travel 


Association, 


Association of Denmark, Banegaard- 
spladsen 5, Copenhagen. Natural- 
want to do 


ly, you'll some 


sight-seeing, too. In Copen- 


hagen, “musts” are Tivoli, 
A g ; € ) 
© the Glyptotek, Rosenborg 

Castle—and a Danish bath. 





Two tours are of special 


interest: one, The World of Tomorrow. 
takes you to a nursery, a kindergarten, 
a school and an old-age home, all run 
The 
Both are 

In Oslo you won't want to 
Viking Ship collection, the 


by the state, all very advanced. 
second covers arts and crafts. 
fascinating. 
miss the 

Folk Museum and the famed Vigeland 
sculptures. And do take at least a one- 
day tour through the fjord country—it’s 
Stockholm 
Drottningholm Palace, Deer Park and 
(the public market). 
Helsinki has the music of Sibelius, Finn- 


breath-taking. boasts of 


Ostermalmstorg 


ish arts and_ sports. Scandinavian 
hotels are good, clean, inexpensive—and 
limited. 


Book well in advance. Food is 


marvelous, with such mouth-watering 
specialties as smorgasbord, smorrebrod 
(open-faced sandwiches), Danish cheese, 
reindeer meat and seafood of many 
kinds. Scandinavia is a shopper's para- 
dise—buy china, glassware, silver, enam- 
eled jewelry, ski sweaters, textiles and 
loads more—it’s all in good taste and 
at far lower prices than it would be in 
the United States. 


craft exhibition centers in the four capi- 


Visit the permanent 


tals for an over-all view before you start 
your shopping. 

Get Airlines. 
Round-trip fares from New York to Hel- 
sinki: Tourist Class, $657; 17-day excur- 
sion fare (October 1 through March 31), 
$521. 


there via Scandinavian 


Still not on the beaten track, thus still 
not too crowded or tourist-y, beautiful 
Greece. The sun is bright, the scenery 
spectacular, the ruins magnificent, the 
people warm, friendly, fond of Ameri- 
cans. Prepare for your two-week stay by 
steeping yourself in Greek history, all 
you can lay your hands on. Once in this 
fabled start with Athens, the 
birthplace and heart of Greek culture. 


country, 


Here: the Acropolis with its Parthenon 
(see it by moonlight as well as by day- 
light), the Temple of Zeus, Theater of 
Dionysius, the Epidaurus Drama Festi- 
val (Greek theater at its purest), sum- 
mertime concerts in the Herodes Atticus 
Theater, the changing of the guard at 
the Tomb of the 
(spectacularly 


Unknown Soldier 
Son et 
Lumiére (Sound and Light) spectacles 
A week of this 


and you may want a change, so take off 


colorful) and 


nightly at the Acropolis. 


on a five-day cruise of the Aegean 


take 17 


TODAY’S SECRETARY 








Islands more histor, pius sore e@Xcur- 
sions, swimming. sunning, dancing under 
the stars. Several available cruises—to 
such famed spots as Crete. Rhodes, Les- 
bos. Delos. Mvyconos 


Then a return to Athens to catch 


at amazingly low 
prices. 
ip on what you've missed or maybe just 
to revisit old favorites. Greek hotels are 
not the grandest. but they re clean. com- 
fortable. affordable. kFood—when it’s 
Greek—is interesting. Try Dol- 


mades (grape leaves stuffed with meat, 


really 


rice, seasoning). red mullet. Moussaka 


(chopped meat plus) and Peinerli, a 


pizza-dough structure filled with every- 


thing. Lunch from 1:30 to 3: dine from 
8:30 to ll (the later the hour. the 
bigger the crowd). One recommenda- 


at Piraeus. twenty min- 
Athens——a 
meal with wine, liqueur. coffee. all for 
$2.50. 


(stone 


tion: Vassililena 


utes from fourteen-course 


To buy at low. low prices furs 


martens in particular), hand- 


embroidered blouses. skirts, scarves, ce- 


Note: 


if you're going to Rhodes, plan on doing 


ramics, antique jewelry, copper. 
some of your shopping there. Prices are 
about 30 per cent lower. 

Get there via Pan American 
New York to Athens. S756. 


cursion rate. $620. 


round trip 


17-day eXx- 


Art Tour of Italy 


to enjoy Italy. especially for art lovers, 


One wise way 


is to concentrate on the resplendent 


riches in this fatherland of art. For a 
first-time trip to Europe. better to ex- 
plore only the larger cities—this advice 
fare 
from New York to Rome is $620.30, jet 


economy 


is experience tested. Round-trip 


class. unless you go between 


October and March on the 17-day plan 
-the cost is then $184.30. Happily. you 


have extra privileges allowing you to 


stop, on the same plane ticket. in Ven- 


ice and Florence. and after these three 


cities, we guarantee youll be mentally 


exhausted from trving to take in every- 


thing. If you re not, we recommend a 


short jaunt to Ravenna. a small city on 


the east coast. for a glimpse of a center 


and inspiration of religious art. It's 
easily reached by bus or train from 
either Venice or Florence. Getting 
Italy: some ol the 


travelers are Pan 
Alitalia. 


We suggest con 


airlines ser Tin! 
Ameri in yr: 


rlines. 






Ways, 





complete — inf Art-seeing in 


4 


~ ; 
A days in europe 


ent for 


Italy: a good way to begin in Venice is 
with a trip by vaporetio on “main street” 

the Grand 
feeling of one of the 


\ ou Il see 


Romanesque. Byzantine, 


Canal—to get the true 


world’s most 
beautiful cities. varied styles 
of architecture 
Gothic—displayed in ancient palaces and 


You ll 


Mark’s Square to examine the 


churches. want to return to St. 
Ducal 
Palace, the Campanile, St. Mark's Ba- 
take a 
the glass works: spend a day or so in the 


Art and 


Florence e 


silica: trip to Murano to view 
International Gallery of Modern 
the Biennale Art 


offers the Uffizi 


Exhibition. 
Gallery, one of the 
Medici 
Gallery of the Ae- 
cademia where Michelangelo's works can 
be studied: the Pitti Palace and Gallery. 
the Boboli Gardens and the Gallery of 
Modern 


sources. 


most famous art museums: the 


Chapels and_ the 


Ancient and Art. to name but 


a few art You might want to 
take a 20-minute bus ride to Fiesole. a 
suburb where many Roman ruins can be 
seen. In Rome. a tour of the city will 
acquaint you with its monuments, foun- 
tains and villas. Spend a day at the 
Roman Forum, Capitoline Hill and the 
Colosseum all 


remains of a former 


civilization. Another day is needed for 
St. Peter's 


Museum: 


Cathedral and the Vatican 
still Cata- 
combs. the Appian Way and the Baths 
One of 


beautiful villas is the Villa Borghese 


another for the 
of Caracalla. 


the « ity 's most 


Forum, 
1960 


since this is near the Italico 


youll want to see where the 


Olympic games were held. 


Europe’s Busy Cities Tour .. . 


Whether a small- or large-towner, you'll 


be delighted with three of Europe’s 


busiest cities: Paris, London and Am- 


sterdam. You'll probably feel at home 


with the sophisticated bustle of city 


inhabitants as they go to work. restau 


rant-dine. shop . . . and speaking of 


shopping. we Il bet vou a bottle ol Ar- 
board the plane 


pege that vou didn't 


without at least two requests from oflice 


How 


to get there? One airline is Air France: 


friends for perfumes from Paris! 


other is Sabena. Established jet econ- 


0 fare is $525.60. New York to Paris. 


ith stopovers in London and Amster- 


dam, and. between October and March. 
$389.60. Browsing and buying in foreign 


boutiques will be one of your favorite 


memories. Paris Best Buys: Perfume. 


gloves and scarves, lingerie, purses and 
headed bags, glassware. umbrellas, hats 


and high-fashion clothes. fine wines and 


books. crystal, paintings and leather 
goods. The hub of Parisian shops is 
found on the Champs Elysées and the 


Best 


magnificent 


section around it. London Buys: 


Cashmeres, tartans and 
woolens of all kinds, Irish linens, pipes 
and smoking supplies, food delicacies, 
silver. bone china and Wedgwood, sports 
hooks. 
Burberry weatherproof wearing apparel, 


silks, 


and guns. 


equipment, leather goods, rare 


cutlery, English flower perfumes 
For less exclusive shopping 
than offered by Bond Street, stay closet 
to Regent Street. Amsterdam Best Buys: 


Delft 


fine art. 


Diamonds, china, crystal. silver. 


handicrafts, Indonesian bric-a- 
Duteh 


Amsterdam’s 


brae, chocolates, cheeses and 


radios. main street is 
Kalverstraat, but don’t miss the art and 
souvenir shops tucked away all over the 
city. Tips: Buy quality—-you may not 
be back to replace it for a long time. 
No slacks or shorts 
the elegant department stores and shops. 


Never 


their established shops have fixed prices. 


too undignified for 


bargain in these three cities 


Exceptions: Flea markets, antique shops, 
souvenir cubbyholes. ete. 
To make the 


second-rate 


very most of your pur- 


chases, always pay for them with tray 
elers checks—you ll get up to 20 per 


cent reductions and, in many places, 40 


per cent—especially on Paris perfumes. 


Touring the Inns of Britain . .. Know 


what’s the success secret of England's 


Inns? Friendliness! If you're planning to 
vacation in just one country, touring 
British Inns is a delightful way to meet 
people and envelop yourself in warm 


hospitality n some of these 


unique 
\ ou 


thousands to choose from—all scattered 


methods of lodging visitors. have 


England. each with its own dis- 
We've chosen 


their proximity to 


tinct charm and _ flavor. 


several for London, 
which you'll reach by any of the major 
airlines for the economy class fare of 
$525.60 or. if you go “off-season” on the 
17-day plan. $389.60. You'll feel not un- 
like a Dickensonian character if you re- 
lax in an atmosphere of fellowship, 
where everyone meets on common vround 


\ free guide to LOO 
inns, published by the British Travel As 


to exe hange ideas. 


Continued on page 32 
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All right. so you're not going to 
Europe this year. The old budget. after 
much juggling. still says no... or you've 
just started a new job and haven't much 
vacation time coming .. . or you can 
work the whole thing out but your hus- 
band can't get away ... or you're going 
next year... or you went last vear ... 
or maybe it's just that you simply don't 
feel up to such an extended trip. 

Whatever the reason, Vacationtime 
1961 will not find vou wandering the 
streets of Montmartre. gazing in awe at 
the Colosseum. or crooning over a bowl 
of bouillabaisse in a fishing village in 
Provence. 

What. then. are your alternatives? 
Well, of course there's always just sit- 
ting home nibbling sour grapes or pack- 
ing up with a sigh for the nearest spot 


at hand just because everyone else is 


going. But there is also perspective, 


which in this case means realizing that 
in Paris. Lucerne. Rome and Vienna 
there sit secretaries who are not looking 
forward to another two weeks at Deau- 
ville or a vacation in the Swiss Alps. 
Instead. they become positively ecstatic 
if anvone mentions wandering through 
the winding streets of Greenwich Village. 
sazing with wonder at the pyramids of 
Teotihuacan (just outside of Mexico 
Citv and built in 200 B. C.). or crooning 
over a steaming bowl of cioppino at 
Fisherman's Wharf in San Francisco. 

While pursuing this particular line of 
thought. don't forget Mr. Khrushchev. 
who. wed venture to say, is probably 
still dreaming of what might have hap- 
pened had he made it to Disneyland. 
And who can blame him? From all we 
hear it is truly a fantastic place. receiv- 
ing equal billing with Yosemite Park on 
all tours of the West. 

Niagara Falls. another much-maligned 
“local” attraction. is surprisingly uncom- 
mercial (especially on the Canadian 
side). And the excitement of a boat trip 
to the foot of the Falls. circling the 
whirlpools as you go, will be remem- 
bered as vividly and as often as a trip 
to the Blue Grotto. (Both of these ven- 
tures take you so close to the 
spray that they may not be at- 
tempted without heavy slick- 
ers, caps and boots. the 
renting of which is in- 
cluded in the modest 


price of admission.) 
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Indeed, the continent of North America 
offers such a variety of things to do and 
taste and see. from the jungles of Yuca- 
tan to the midnight sun of Alaska, that 
the problem is not what to do but what 
to do first. And even that poses no real 
dilemma. for the thing to do first is 
cater to your own particular interest, do 
exactly what you want to do for a few 
weeks a year. Resist firmly all invita- 
tions from girls in the office to make up 
a foursome for a cottage at the lake 
and don't go anyplace (no matter how 
renowned) unless you are really enthusi- 
astic about it. Yellowstone Park is mag- 
nificent. but there is absolutely no point 
in going there if your heart really longs 
for a shopping spree on New York’s 
Fifth Avenue or a boat trip down the 
Mississippi. 

Think about it for a while, if neces- 
sary. Decide on the kind of thing you 
are looking for and begin preliminary 
information skirmishes. Besides being 
practical, they're a lot of fun. 

Your sources will be many. A few 
lunch hours spent at the local library 
poring over travel books and back issues 
of travel magazines, letters to the tour- 
ist bureaus of specific cities and areas 
you have in mind and. of course, a visit 
to your travel agent—all will provide 
you with more than enough raw material 
to fashion the perfect vacation for your- 
self, no matter what you're after. 

We offer then for your perusal and 
possible pursuit suggestions, general and 
specific, garnered both from our own 
travels and a less extended trip to the 
Noto Travel Service. Riverdale, New 
York. 

To tour or not to tour is a question 
that will be raised sooner or later, but 
it does not need answering until all the 
other facts are in. In any case, most of 
the places mentioned here as tour spots 
can be just as easily managed on your 
own. The only exception—areas in the 
Far West which. because of their very 
vastness. seem to best encompassed by 
the tour method. 

If you live in Chicago and 
want to go West. consider 
yourself lucky, because 
most of the Western 
tours originate 
there. These are 
sponsored by 
MS Cook's. American 





Express and other well-known organiza 
tions and combine rail, ship and bus 
travel. They offer three main itineraries, 
which might be classified loosely as 
northern (Glacier Park, Mt. Rainier. 
Puget Sound, the Canadian Rockies. 
Banff and Lake Louise), central (Yel- 
lowstone Park, Grand Canyon, Zion Park 
and Bryce Canyon, Utah, Salt Lake City, 
Colorado Springs. Pike's Peak) and 
southern (Colorado Rockies, San Fran- 
cisco, Yosemite Park, Los Angeles. Dis- 
neyland, San Diego, Mexico. Las \egas 
and Hoover Dam). 

These trips last about two weeks and 
prices vary from a high of $100 for the 
massive dose of scenery in the central 
area to an average of $300 for tours in 
the other two directions. 

Of course, if you live further west 
there are other—cheaper—trips avail- 
able. For example, Trans Canada Air- 
lines offer a seven-day tour of Bantfl, 
Lake Louise, Columbia Icefield (the 
largest body of ice. 100 square miles, 
south of the Arctic) for $129 from Cal- 
gary, Canada. (Or, if you want to go 
whole hog, they will take you on a ten- 
day tour of Alaska for 3485 from 
Seattle.) United Airlines has an all- 
expense tour of California, Las Vegas 
and Boulder Dam for $129.50 from San 
Francisco. 

But perhaps you prefer a less extended 
expedition (remember, this is the year 
you decide), and all this talk of cover- 
ing eight states and half of Canada in 
two weeks has you a bit dizzy. Well, if 
you still want to go western, how about 
a dude ranch? Say, Saddleback, six- 
teen miles outside of Tucson in the 
midst of a saguaro cactus forest. Riding, 
swimming, golf, tennis, rodeos, square 
dancing and folk singing for $87.50 a 
week. 

The railroads, notably the Burlington, 
the Milwaukee Road and the Northern 
Pacific, will send free information on 
Western Dude Ranches. including how 
to choose the one best for you, on re- 
quest. 

If Southern California appeals to you, 
the All Year Club Tourist Information 
Center, 628 W. 6 Street, Los Angeles 
will send along a few sight-seeing maps. 
pointing the way to deserts, ghost towns, 
camellia gardens. orange groves, ocean 
regattas, Spanish fiestas and music fes- 
tivals. 








Or, if you crave more water than can 
be found in even a big swimming pool, 
why not emulate Huckleberry Finn with 
a cruise down the Mississippi? The 
Delta Queen, an honest-to-goodness river 
steamer. will take you from Cincinnati 
to New Orleans. with stops at Nashville. 
Chattanooga and other cities. Prices 
vary with kind and length of trip. For 
information. contact The Green Line 
Steamers. Foot of Main Street, Cincin- 
nati. At the same time. send off a card 
to The Georgian Bay Line. Foot of 
Woodward Avenue. Detroit for the latest 
word on seven-day cruises of the Great 
Lakes (Chicago to Buffalo, $172.50) 
and one to Captain Cy Cousins, Down 
East Cruises, Blue Hill, Maine if sailing 
the Maine coast in a schooner sounds 
good. 

If its antiques, beautiful gardens or 
(American history that make your par- 
ticular pulse race. then Colonial Wil- 
liamsburg, completely restored to the 
elegance it knew when George Washing- 
ton and Thomas Jefferson were making 
history there, will both delight and 
inform you. 

Here there are over four hundred 
colonial buildings and many exquisite 
gardens, featuring plants known in this 
country before 1800. Of particular inter- 
est are the topiary work, arbors and, at 
the Governors Palace. a spectacular 
English maze. 

All travel is by horse-drawn coach, and 
skilled craftsmen in 18th-century dress 
(the Surgeon Apothecary, Blacksmith, 
Peruke or Wig Maker, ete.) pursue their 
trades in restored shops. You can visit 
the public gaol, complete with pillory 
and stocks, and the cell that held Black- 
heard’s Pirates. Sports facilities are 
available. and special events, such as 
the Antiques Forum, Garden Symposium 
and 18th-century plays and concerts will 
make you loath to leave. A room, com- 
plete with canopied bed, in the Market 
Square Tavern can be had for seven 
dollars. 

\ trip to Williamsburg can be com- 
bined with one to Washington, D. C., 
(150 miles away) or an excursion to 
Virginia Beach. a kind of southern At- 
lantic City. Or try the overnight boat 
trip from Baltimore to Old Point Com- 
fort via the Old Bay Line. 

Casser Tours (201 West 41 Street, 
Vew York) offer a six-day tour of Vir- 


in your own backyar 


ginia (Luray Caverns, Shenandoah Val- 
ley. Natural Bridge. Jamestown, Mt. 
Vernon, ete.). which includes Williams- 
burg, for $91.70. from New York. 

Casser has many other very interest- 
ing tours worth investigating (even if 
you don't think you want to go in a 
group they are sure enough of themselves 
to bet you will and hence are happy to 
send out information). 

Among those that might interest you 
are: three days to the Pennsylvania 
Dutch Country of the famed Amish 
“Plain People.” They shoe their own 
horses, build their own carriages and 
live, generally. pretty much as they did 
over a hundred years ago. Bright colors 
and such modern conveniences as the 
zipper, the automobile, the camera and 
even the snow plow are scorned. Their 
cooking, which you will sample, is as 
superb as their speech is colorful 
both “wonderful good.” A trip to Her- 
shey, the town chocolate built, is in- 
cluded, all for $33.95: seven days to 
Niagara Falls, the Thousand Islands. 
Montreal and Ottawa, including a picnic 
boat ride among the Thousand Islands 
and a visit to the Corning Glass Works 
and Museum, $109.95: eight days to 
Quebec, the White Mountains of New 
Hampshire and the famed shrine of St. 
Anne de Beaupre, including a stay at 
the fabulous Chateau Frontenac and a 
full day's cruising along the Saguenay 
and St. Lawrence Rivers, $133.50: a 
weekend in Washington, $32.95. All 
prices are from New York and cover 
first-class or resort hotel accommoda- 
tions but not all meals. This gives you 
some leeway and privacy, even though 
touring. 

If music is your passion, ask your 
travel agent about the Berkshire Musi 
Festival at Tanglewood and the Newport 
Jazz and Folk Festivals, the dates of 
which are not set at the time of this 
writing. Or, come to New York City. It 
offers outdoor concerts at Lewisohn 
Stadium, Randall's Island (Opera and 
Jazz Festivals), Bryant Park, Washing- 
ton Square, East River Park Amphi- 
theatre, Central Park Mall and Battery 
Park (most of which are free), and in- 
door fetes at Washington Irving High 
School, 92 Street YMHA,. Donnel Li- 
brary Center, Brooklyn Museum, Frick 
Museum and the Cloisters. not to men- 
tion Carnegie Hall, Town Hall, City 


Center and places like Nick's, Eddie 
Condon’s and Gerde’s Folk City. 

Which brings us, inevitably, to a dis- 
cussion of New York. If you are plan- 
ning a trip here, as sooner or later al- 
most everyone seems to, please. please, 
please, do just that. Plan it and plan it 
well to get the most out of whatever time 
you have. 

In a city the size of New York with, 
for example, thirty museums, lour zoos, 
thousands of restaurants and at last 
count over a hundred “five and tens.” 
even the natives find themselves spend- 
ing an occasional exhausting afternoon 
retracing footsteps or taking the wrong 
subway and accomplishing nothing. The 
difference is, they can afford to lose the 
time, you cant. 

Get as much information as possible 
beforehand—you might even familiarize 
yourself with the general plan of Man- 
hattan’s streets. Oddly enough this is 
really pretty simple, except in special 
areas like Greenwich Village, where even 
the cab drivers are mystified. Write Neu 
York Convention and Visitors Bureau, 
90 East 42 Street for their Calendar of 
Events, A Visitor's Guide to New York 
City (it has a map) and guides to hotels, 
restaurants and stores. Write ahead for 
theater and TV-show tickets and don't 
ignore off-Broadway theaters. They offer 
lower prices and very often better plays 
than those uptown. 

Entertainment listings of all kinds can 
also be found in Cue and The New York- 
er (both weekly magazines) and the 
Sunday issue of The New York Times. 
These are available in most large cities 
or can be ordered by your newsdealers. 

Of course, you'll probably want to 
see the Statue of Liberty, the Empire 
State Building, Rockefeller Center, the 
UN and Times Square, but don’t pass 
up the three-hour boat trip around the 
island—a naturally air-conditioned de- 
light when things get too hot or crowded 
on shore. Another good oasis: the free 
performances of Shakespeare in Central 
Park. 

This brings us to another point. If 
you feel like skipping any of the so- 
called major sights, go right ahead. 
There is nothing that saddens the heart 
of a real New Yorker more than watch- 
ing a tourist plodding his determined 
way through Times Square with that 


“New York is a fine place to visit, 
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but...” look on his face. Most of the 
natives find this area just as dirty and 
distasteful as the average visitor does 
after the initial impact. It is not neces- 
sary or even desirable to traverse every 
inch of the grime-and-gimmick-laden 
way on foot. A ride through in the sight- 
seeing bus is sufficient. 

By the same token, many New York- 
ers, if queried, would have to confess 
that they never did make that long 
climb up the inside of the Statue of 
Liberty or stand on line for three hours 
in the pouring rain to get into Radio 
City. The point, of course, is that the 
city they love and the one visitors 
grumble about are two different places 
entirely. 

To a city dweller, New York means 
things like Sunday morning breakfast in 
Chinatown, a ride on the carousel in 
Central Park, lunch beside the fountain 
at the Museum of Modern Art, shops 
specializing in anything from 
(Cheese Unlimited, 1263 Lexington 
Avenue) to old buttons (Frick’s, 50 East 
96 Street) to baskets (Basket Bazaar, 133 
West 3 Street), bookstores that stay open 
until two a. m. (Paperback Gallery, West 
10 Street) and the exquisite magic of 
the Japanese Obon Festival, when Bhud- 
dists, beautifully 


cheese 


costumed, (including 
a few beatnik-type Zens) dance in hom- 
age to their dead. 

Recognizing this gap. a group of New 
Yorkers have pooled their knowledge 
and organized a bridge in the form of a 


called All 


4dround The Town, offering information 


tailor-made tour service 
(mostly off-beat and in vast quantities), 
catering to many special interests from 
“Clothes 
Filly.” The price is extremely low and a 
card to All Around The Town, Box 32 
150 Christopher St., 
Vew York will get you further informa- 


the “Poor Gourmet” to the 


Village Station, 
tion. 

However, if your imagination remains 
unwhetted by any of this and you are 
thinking less of an island populated by 
8.000.000 than of one just this side of 
empty, don’t despair. The answer to your 
dreams lies 15 miles off the coast of 
Newfoundland on the French-owned is- 
lands of St. Pierre and Miquelon. (Not 
to be confused with French Canada, this 
is French territory.) The total population 
for the 100 square miles is 4,606, most- 
ly concentrated in the harbor town of 
St. Pierre. the architecture and 
ambiance are reminiscent of a typical 
French fishing town—down the Quai 
De La Republique come fishermen in 
blue berets headed for their boats, while 
long-legged boys in’ short pants lope 


Here 
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along Rue Raymond Poincaré carrying 
long unwrapped loaves of bread. 

The French spoken is identical with 
that of metropolitan France. The people, 
most of whom can speak some English, 
are charming. friendly and gay, and a 
room in the best hotel in town (Hotel 
Robert), including three exquisitely pre- 
pared meals you will remember the rest 
of your life. is $7.50 a day. Other hotels 
and pensions range from $5.30 to $8.50. 

There is a dance almost every night, 
to which practically everyone on the is- 
land comes: French movies are shown 
three times a week: the shops are filled 
with kid gloves. perfume and other spe- 
cialties of France (at a fraction of the 
American price). 

Other attractions are fishing, roaming 
the island (on foot, by motorbike or by 
taxi). practicing your French with the 
townspeople (or sitting in on a few 
classes at the seminar given each sum- 
mer under the auspices of the University 
of Toronto). Trips to the other islands 
(Langlade and Miquelon) can be made. 
and this summer will mark the opening 
of a Ceramics Workshop, which will 
utilize the clay of the islands. 

St. Pierre 
reached in one hour by plane (S60 round 
trip from Sidney, Nova Scotia) or, if you 


and Miquelon can be 


are really adventurous, by ship, until 
very recently the only way! (Round trip 
on the M. V. Miquelon, Sidney to St. 
Pierre. 540 including berth and meals). 
The trip takes eighteen hours and the 
ship uncertain, 


schedule is somewhat 


depending on the weather and _ the 
amount of cargo going to the islands. In 
addition, the crossing can be rough, al- 
though we made the trip last summer— 
along with a truck, several cows and a 
pianist from California on his way to 
give a concert—and enjoyed it. 

For further information about this 
rock-and-roll, 
automation. world crisis and the frank- 
furter, The French Government 
Tourist Office. 610 Fifth Avenue, New 
York or M. Leroux, Syndicat D'Initia- 
tive, Rue General Leclerc (H), St. Pierre 
and Miquelon. Since the islands are real- 


oasis from the world of 


write 


ly isolated, there is often a dearth of 
information. Should the French Govern- 
ment Tourist Office not have too much to 
offer or the mails from St. Pierre seem 
slow. we would be more than happy to 
send you some of the considerable spe- 
cific information in our possession, espe- 
cially as concerns the matter of passports 
and visas, neither of which are necessary, 
no matter what you may hear to the 
contrary. 
Happy North America! 


EUROPE Continued from page 29 


sociation, provides additional suggestions 
to ours below. Write to the association 
at 680 Fifth Avenue. New York. For our 
tour, we begin by renting a car in Lon. 
don—rates for this are about one fourth 
the cost in the United States—and driv- 
ing west to Hampton Court where you'll 
find Mitre, a twelve-room inn specializ- 
ing in pea soup and lobster cutlets. If 
you are sea-bent, continue toward the 
coast to Canterbury where you'll find, in 
this picturesque cathedral town, a fine 
old gabled County Inn. A Georgian inn 
whose graceful lounge still periodically 
serves as a courtroom is White Hart in 
Lewes—its wine cellar is a former dun- 
geon! You're going west now along the 


southern have 


coast—and_ you your 
choice between Dolphin Inn at South- 
ampton, a former Jane Austen favorite, 
or King’s Arms at Christchurch, twenty 
miles southwest of Southampton. Christ- 
church is a very old town on the sea and 
the inn is known for its fresh salmon, 
At Glaston- 
bury. a carved stone front of an old 


lobster and other sea food. 


pilgrims’ house from 1485 has been con- 
verted into George and Pilgrims Inn. An- 
other coast village. Dunster, has its inn, 
Luttrell 


Exmoor. Still near the sea, but returning 


Arms, built on the edge of 
Arms in 
Berkeley. This eighteenth century inn’s 
well-cooked country 
Eight miles south of Oxford you'll come 
upon the 


to the country, is Berkeley 


specialty is food. 


wisteria-filled courtyard of 


Crown and Thistle Inn in 


Abingdon. 
Here is the epitome of comfort and good 
English food. Returning to London, for 
a last stop try Hind’s Head, near Bray. 
famed for excellent food, drink and its 
separate living quarters with a_three- 
acre garden by the Thames. Bray is but 
twenty-seven miles west of London and 
you ll return from your seaside retreat 
with just a bit more history than when 
you started your tour, 


Seventeen Days Set to Music .. . 
Even if the music lover could have his 
dreams come true, the three-season fes- 
tival (May 1 through October 10) that 
Europe offers him is far beyond any- 
thing he could imagine. Unfortunately, 
however, it’s impossible to get to more 
than a fraction of the offerings, so to 
solve this, were suggesting below one 
possible trip. 

Suggested dates for our music trip are 
August 4 (leave Idlewild) through Au- 
gust 20 (arrive back in New York), with 
your time divided among the cities ac- 

(Continued on page 65) 
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FOR TYPEWRITING CLASS 





After reading ‘‘Stay In Your Own 
Backyard” on page 30 

Duplicate a copy of the following 
itinerary in running form just as it 
is shown here. Have the students 
assume this is for their employer and 
his wife. Review ways that itiner- 
aries can be typed; then have the 
students prepare this one in duplicate. 

Saturday, May 3, 9:30 a.m. You 
may check in at the North West Orient 
Airlines Counter at the East Side Air- 
lines Terminal, where transportation 
to the airport may be arranged at a 
charge of $1.50 each. 

10:00 a.m. Or you may check in at 
the NW Counter at the Airport. 

10:30 a.m. Depart on NW #490. 

11:10 a.m. Arrive Seattle. An air- 
port limousine will transport you from 
the airport to the Coeur D’Alene 
Hotel, where a double-bedded room 
with bath is reserved for three nights. 
A tour has been arranged for you to 
see the scenic views of Seattle. 

May 6, 10:00 a.m. Please be 
checked in at the United Counter at 
the airport. Airport limousines leave 
from the hotel every 30 minutes be- 
fore scheduled plane departure time. 

10:30 a.m. Depart on United #130. 

11:01 a.m. Arrive Portland. An 
airport limousine will transport you 
from the airport to the Commodore 
Hotel, where a double-bedded room 
with bath is reserved for two nights. 

May 8, 11:10 a.m. Please be 
checked in at the United Counter at 
the airport. Airport limousines leave 
from the hotel every 20 minutes be- 
fore scheduled plane departure time. 

11:42 a.m. Depart on United #525. 

1:01 p.m. Arrive San Francisco. 


An airport limousine will transport 
you from the airport to the Statler, 
where a double-bedded room with 
bath is reserved for five nights. Dur- 
ing your stay, a tour of the Red 
Woods has been arranged. 
May 13, 1:30 p.m. Please be 
checked in at the United Counter at 
the airport. Airport limousines leave 
from the hotel every 20 minutes be- 
fore scheduled plane departure time. 
2:00 p.m. Depart on United #547. 
4:00 p.m. Arrive Los Angeles. An 
airport limousine will transport you 
from the airport to the Hollywood 
Inn, where a double-bedded room 
with bath is reserved for five nights, 
During your stay, a tour has been ar- 
ranged through Hollywood, Disney- 
land and Knott’s Berry Farm. 
May 18, 9:00 a.m. Please be 
checked in at the American Counter 
at the airport. Airport limousines 
leave from the hotel every 20 minutes 
before plane departure time. 
9:30 am. Depart on American 
Flight 316. 
Arrive Phoenix. 
Depart on Frontier #76. 
Arrive Flagstaff. 
Depart on Nava Hopi 
Bus. 

2:55 p.m. Arrive Grand Canyon. 
A double. bedded room with bath is 
reserved at Bright Lodge. 

May 20, 9:15 a.m. Depart on Nava 
Hopi Bus. 
10:20 a.m. 

1:15 p.m. 

2:30 p.m. 
2:45 p.m. 


12:06 p.m. 
12:15 p.m. 
1:30 p.m. 
1:45 p.m. 


Arrive Flagstaff. 

Depart on Frontier #34. 
Arrive Phoenix. 

Depart on American 
Flight 318. 


6:02 p.m. Arrive Spokane. 
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FOR ADDED SHORTHAND PRACTICE 





Here are seven letters that were 
actually exchanged by a customer and 
a firm. 


GENTLEMEN: 

The enclosed statement was for- 
warded to me today. I am at a loss 
to remember what I might’ have pur- 
chased for $4.16. 

] changed jobs and moved to San 
Francisco in July. On July 5, you’ 
mailed a statement to me in San 
Diego, showing a balance of $9.40. 
This statement was* forwarded to me 
in September. A check was mailed to 
you on September 26 for the entire 
amount. At* that time, I enclosed a 
note asking you to close my charge 
account. 

That is why I am at a loss to know 
why there’ is still a balance of $4.16. 
Would you please check the records 
again and mail me a copy of® the sales 
slip for this amount. 

CorDIALLY yours, (128) 


Dear Miss JOHNSON: 

Thank you for your letter regard- 
ing the $4.16 charge. 

This constitutes a charge of’ $4 for 
the storage of two coats plus 16 cents 
interest charge for late payment. 

Our delivery record* shows that 
two coats were sent out October 24. 
The only amount for collection was 
the express charge.* The $4 was not 
included, but it was charged to your 
account. If you have a receipt show- 
a payment* of $4, we shall be pleased 
to check further. 

We wish to thank you for your co- 
operation in this matter.” 

VERY TRULY yours, (104) 
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Dear Miss JOHNSON: 

We know that you contend that you 
have paid the amount that we have 
open on our books, but we truly’ do 
not find any record of payment. 

We have checked our records com- 
pletely and find that on October* 24 
we sent to you two coats, which 
weighed 12 pounds, by express col- 
lect. You did | pay the express driver 
for the express’ charges but you did 
not pay for the storage on the coats, 
which was $4. Now the small carry- 
ing charge for the* time the account 
has been overdue brings the total 
charge to $4.36. 

May we please have® your check to 
clear this old amount off our books. 

VERY TRULY yours, (111) 


Dear Mr. Mussey: 

Thank you for your letter of August 
14. I still feel the $4 charge you have 
entered’ on my charge account is in- 
correct for these reasons: 

1. A check for $9.40 dated Septem- 
ber’ 26 was mailed to you in full pay- 
ment of my account. At that time, I 
enclosed a letter asking you to* close 
my charge account. 

2. Three coats had been put in 
storage in the spring. In October, | 
wrote to you and requested* that you 
ship two of the coats to me. They 
were sent express collect. Because | 
work, the landlord receives all* pack- 
ages for me. However, he would not 
accept this package because the charge 
was over the amount I had given® 
him. That is the second reason why I 
am certain you included the storage 
charge with the shipping charges.” 

3. Usually a company sends pack- 











FOR ADDED SHORTHAND PRACTICE 





ages C.O.D. when the customer does 
not have a charge account® or it has 
been closed. I had had an account 
with you for over a year. Bills were 
paid promptly each month. So you 
had® no reason to question my paying 
the charge except the fact that my 
account had been paid in full and 
closed upon’® my request, effective 
September 26. 

1. You were requested to ship the 
coats to my new address; yet,"’ it 
seems this address was not recorded 
on my account because all bills have 
been mailed to my old address until’* 
just this past week. 

5. The third coat was taken out of 
storage in December. Because my 
charge account was closed, the’® 
charge was paid in cash. 

I value my credit rating too highly 
to have it spoiled, especially by a 
small'* $4 transaction. That is way I 
am certain there should be “no bal- 
ance” marked on my closed account. 

VERY TRULY yours, (300) 


Dear Miss JoHNSON: 

I am in receipt of your letter of 
September 1 regarding your account 
with this store.’ 

Concerning your first statement 
that you made payment of $9.40, 
which paid up your account in Sep- 
tember* a year ago, you are entirely 
correct. Although you placed your 
coats in storage in the spring, we do 
not charge® customers for storage nor 
do they pay for their storage until 
the coat or garment is removed from 
storage. Your coats‘ were requested 
delivered in October; therefore, they 
had not been charged previously. 


The reason that’ we charged them 
rather than sent them C.0.D. was an 
effort to save you some money. The 
C.0.D. charges are® very expensive. 
Your account had been a very satis- 
factory one when you were in San 
Diego, and’ there was no particular 
reason not to charge it, even though 
you had moved from San Diego. Had 
we sent the® coat C.0.D. for the ex- 
press charges and for the storage, 
you would have had to pay almost $7. 
As® it was, you should have paid the 
express company a little over $2. The 
amount you paid the express’® com- 
pany was not given to us. 

I sincerely hope that this letter 
clarifies the matter. We shall expect*’ 
your check in the return mail. 

VERY TRULY Yours, (229) 


Dear Mr. Mussey: 

By some stroke of luck, today I 
located the paid receipt for $4 on 
October’ 22 for two coats in storage. 
I am enclosing the receipt. 

Please return the receipt and a 
statement showing* that my account 
has been paid in full and is closed. 

VERY TRULY yours, (53) 


Dear Miss JoHNSON: 

Enclosed are the receipt you sent 
us and a statement showing your ac- 
count is fully paid. 

We are’ truly sorry for all the in- 
convenience we may have caused you 
in this matter. All we can say is that 
an error’ was made by not recording 
the payment. We hope you will for- 
give us for writing all those past let- 
ters requesting’ payment. 

VERY TRULY yours, (66) 
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SPECIAL INDUSTRY DICTATION 





Based on Public Utility Terms—page 51 


Before dictating the following specially-prepared letters, you will 


need to preview all italicized terms appearing in the letters. Have the 
students write each word two times, spelling and pronouncing it as 
they write, or preview the words by writing them on the blackboard. 


Dear Sir: 

Our lineman in your area has re- 
ported evidence of a power leakage 
in front of your Mason’ Street ad- 


dress. This was due to a faulty 
insulator that has now been replaced. 

We have also repaired the* loose 
crossarm on the power pole and re- 
placed all worn and damaged conduits 
leading to your place of business. 
This® could possibly effect a reduc- 
tion in your future bills. 

Attached is a revised statement of 
your adjusted* electric power bill. 
Note that we have changed your kilo- 
watt hour reading, which gives you a 
credit of* $6.58. 

SINCERELY yours, (106) 


Dear Mr. ALLEN: 

In your accident report of March 
25 you failed to itemize completely 
and’ accurately the parts needed for 
repairs to your dynamo so that you 
can put your plant back in full op- 
eration.” 

For example, your requisition for 
gaskets failed to mention number, type 
or size. Because of the emergency,° 
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however, we have sent more than you 
can use. This assortment will get 
you through your repair work. When 
the job* is finished, please return all 
that you do not need and we will ad- 
just the charges accordingly. 

We note that you” have requested 
new differential gears even though the 
old gears were not damaged. We 
agree with you that this is* a good 
time to replace the worn ones, and 
new sets are being sent to you. 

Sometime in the near future we 
will have’ a portable diesel power unit 
in your area, and our maintenance 
department feels that we should 
switch® over to it temporarily until we 
can completely overhaul your steam 
generator. We will advise® you as 
soon as these dates are definitely set. 

In the meantime, our insurance de- 
partment suggests that you’ install 
additional floodlights around the out- 
side of the building until all repair 
work is completed. They*’ also re- 
quest that you keep all debris clear 
of the building to avert any further 
accident or fire hazards.'* 

CoRDIALLY yours, (243) 






































FOR CORRELATED DRILLS 
Based on ‘“‘Word Teasers’’ appearing on page 18 


Have the students study each group of word teasers. 
Then have them carefully select the correct answer. 

A week later duplicate the following and have the stu- 
dents complete the questions as a relearning exercise. 











1. The salutation for Mrs. Arthur Jones should be: (a) Dear 
Ms. Jones: (b) Dear Mrs. Jones: (c) Dear Mrs. Jones,. 

2. The best salutation to use when addressing Phyllis Gladstone 
is: (a) Dear Phyllis: (b) Dear Miss Gladstone: (c) no title. 

3. The best salutation for The Briggs Company, Inc., should be: 
(a) Dear Sir: (b) Dear Mr. Briggs: (c) Gentlemen:. 

4. The best salutation for Abraham Strauss and Company is: (a) 
Dear Sir: (b) Dear Mr. Strauss: (c) Gentlemen:. 

5. The date of a letter should appear: (a) April Fifth, 1961; 
(b) 5 April 1961; (c) April 5, 1961. 

6. Military correspondence requires that the date of a letter 
should appear: (a) 5 April 1961; (b) April 5, 1961; 

(c) none of these. 

7. The amount of money, $4.00, should be written in the body of 
a letter which way? (a) $4; (b) Four dollars; (c) $4.00. 

8. The amount of money, $3.50, should be written in the body of 
a letter which way? (a) Three dollars and fifty cents; 

(b) $3.50; (c) ($3.50). 

9. The amount of money, $4.00, should be written in the body of 
a letter which way when other sums, like $3.50, $7.75, 
appear also? (a) $4; (b) $4.00; (c) Four dollars. 

10. The amount of money, $4.00, should be written in the body of 
a letter which way when other figures, like 8%, 75%, appear 
also? (a) $4; (b) $4.00; (c) Four dollars. 

ll. In addressing a company located at the corner of Eighth 
Avenue and East 3lst Street, type the address: (a) Eighth 
Avenue and East 3lst Street; (b) Eighth Avenue and East 3) 
Street; (c) Eighth Avenue and Thirty-first Street. 


SUPERIOR | EXCELLENT GOOD FAIR 
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FOR ADDED CLASSROOM INTEREST 





in Business English class 


1. Have each student plan a trip 
he would like to take this summer. 
By reading the articles in the current 
issue, he may have an idea; or he 
may want to go on a trip about which 
he has already been dreaming. Have 
him list each place he would like to 
visit plus the means of transportation 
he would like to take. 

2. If the student would like to 
travel by bus, train or plane, have 
him write letters of inquiry to the 
companies, requesting timetables, 
rates and tours provided by the trans- 
portation companies. 

Before the student prepares letters 
of inquiry, review the basic informa- 
tion required in this kind of letter: 
complete description of information 
desired and expression of appreciation 
for any help that may be given. 

Here is a sample letter of inquiry. 


GENTLEMEN: 

Two of us are-planning a one-week’s 
vacation trip to Denver, Colorado, in 
late June or late August. 

Please send us any pamphlets or 
brochures you may have on the sights 
that should be viewed by all visitors. 

We understand the Red Rock 
Theater is famous for its concerts. 
Please send us a schedule of concerts. 

Third, we understand that you pro- 
vide planned itineraries for tourists. 
We should .appreciate receiving a 
folder describing the itineraries plus 
the approximate cost of each tour. 
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Any help that you can give us to 
make our trip more pleasant will be 
truly appreciated. 


3. After these letters have been 
prepared and typed, have the students 
check the Hotel Red Book for recom- 
mended hotels in the cities they will 
be visiting. Have them prepare letters 
for hotel reservations. The basic in- 
formation that should be included in 
this type of letter is: type of accom- 
modation; date of arrival (both the 
calendar date and the day of the week 
spelled out in full); if late arrival is 
expected, request special notation; 
rate of room (inquire about special 
rates for weekends and student dis- 
counts). Remember hotels using the 
American plan means that three meals 
are included in the rate for the day. 
End the letter with the polite state- 
ment that advanced payment will be 
made if so desired. 

Here is a sample letter for a hotel 
reservation. 


GENTLEMEN: 

Please reserve a double room with 
bath for me for the nights of Friday 
through Sunday, April 14-16, 1961. 

My school chum and I plan to ar- 
rive on a late train, so please mark 
our reservation for a late arrival. 

If your hotel offers a weekend 
special rate or a student discount, we 
should like to be included in the plan. 

If payment is desired in advance, 
please let me know and we shall send 
it to you immedaately. 


but 


and 

















FOR ADDED CLASSROOM INTEREST 





in General Business class 


1. Every student’s “know-how” 
should include the knowledge that the 
United States is divided into four 
time zones—Eastern standard, Cen- 
tral standard, Mountain standard and 
Pacific standard time. From east to 
west across the country, each zone is 
one hour earlier than the zone im- 
mediately east of it. There is a dif- 
ference of three hours, therefore, be- 
tween Eastern standard time and Pa- 
cific standard time. The observance 
of daylight saving time also adds an 
hour to standard time. 

The students should be reminded 
that when they are planning their 
trips in Business English class, they 
should remember to check about the 
time changes between traveling points. 
They should also be reminded to ask 
the ticket agent if the time listed on 
the itinerary is the time in their zone 


























2. To make sure the students 
understand how to figure time 
changes, have them refer to their 
itineraries and list every time change 
that will occur during their trip. 

3. Careful study of timetables, 
which may at first seem only a be- 
wildering array of figures, will re- 
ward the student who wants to learn 
how to plan a trip intelligently. He 
will find that timetables for railroads, 
planes, or busses give essentially the 
same type of information. Some time- 
tables include fares between various 
points, maps of the territory served, 
descriptions of the equipment avail- 
able and other useful information. 
The a.m. time is shown in light print 
and the p.m. in heavy print. 

4. Below is a sample timetable. 
Duplicate it. Then have the students 
study it to learn: 1) which train is 
the fastest; 2) which train is the most 
convenient as far as departure time; 
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FOR THE OFFICE PRACTICE CLASS 





After reading “Product Points” 
on page 15 


Duplicate on a master the credit 
memorandum shown below. Divide 
the master in half and type two credit 
memoranda on it—one on the top half 
of the master and one on the bottom 
half of the master. 


Have the students complete the first 
credit memorandum with you so that 
every student will know how to cor- 
rectly complete the blanks on the 
form. Then give the students 15 
minutes to type credit memoranda 
for each of the products listed in the 
“Product Points.” They are to use 
there own names and addresses. 





To: 


CREDIT MEMORANDUM 


YOUR ACCOUNT HAS BEEN CREDITED AS FOLLOWS: 


Date: 





Quantity Description 


Unit Price Amount 





1 Div-I-Dex Divider 








$6.00 $6.00 
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THE BRAIN PICKER (Part V) 


by Raymond Dreyfack 
IT WAS TEN-THIRTY the next 


morning, and Jason Trent was a 
demon possessed. He had called every 
hospital’ within a hundred-mile radi- 
us of New York repeatedly. Not one 
of them had ever heard of Joyce 
Collins.’ 

No one had answered at her home 
phone number, and he didn’t have 
her address.. He phoned taxi com- 
panies, the morgue,” the Bureau of 
Missing Persons. Then it dawned on 
him gradually that perhaps he was 
being duped. 

These had been‘ the worst 
hours he had ever spent, worse even 
than when he was fired in Ohio. His 
crowning triumph had been so° close 
he had almost felt it. And now— 

The worst thing of all was keeping 
the president waiting. For the tenth 
time he* ransacked Barry’s office, 
searching in desperation for the 
presentation. 

“After I finished writing the’ pres- 
entation,” he had told Mr. Wilcox, “I 
gave it to Barry to read. His secre- 
tary sent it to the art* department, 
and when it came back she apparent- 
ly ran off with it. Yes, sir, all copies. 
Obviously sabotage.”® His only al- 
ternative now, he told the president, 
was to reconstruct as much as he 
could. 

Mr. Wilcox’® accepted the explana- 
tion, the glint of the fighter never 
leaving his gray eyes. “May even be 
a boon,”*’ he said, “if we can build 
this into a dramatic attempt to dis- 














credit the network’s record for de- 
pendability.'* Show what we can do 
under real pressure. It’s your pres- 
entation, Trent. You'll have to sell it 


orally.”** 


Ordinarily, Trent didn’t panic, 
but heretofore he had always had ac- 
cess to other men’s thoughts. Now’* 
he was stripped bare, with no one to 
think for him but himself. Feverishly 
he searched Barry Lindstrom’s files 
again. ... 

In**® the street below, a few build- 
ings away, a slim, frightened girl 
stood waiting in the shadow of a 
canopy. Wild’® thoughts crossed 
Joyce’s: mind. They could throw her 
into prison for what she had done. 
Or worse. 

It was past eleven. The top’” FB 
men had already arrived and were in 
conference upstairs. What was hap- 
pening there at this moment? In"® 
her effort to defeat Trent, had she 
perhaps done irreparable damage to 
Mr. Lindstrom, to herself, to’® the 
network? Had she— 

Her thoughts were interrupted 
by the sight of her boss. He was 
crossing the street at the next cor- 
ner.*° Making sure she was unobserved 
Joyce hurried into the UBA building 
and took the elevator up*’ to the pent- 
house suite. 

The reception desk was a huge 
circular affair in luxurious modern 
décor. The** blonde girl sitting be- 
hind it might have been transplanted 
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from a Hollywood set. Her reaction 
was wide-eyed at the” sight of Joyce. 

“Where have you been?” she asked 
breathlessly. 

“I'll explain later, Marge.” Joyce 
nodded at the hallowed entrance to** 
the inner sanctum, with the neatly in- 
scribed gold lettering: Daniel C. Wil- 
cox, President. “Are they all in- 
side?””** 

Marge gave a little worried nod. 
“It’s not going well. Mr. Trent— 
Joyce, for heaven’s sake, where are 
you going?” 

Joyce held*® up the leather en- 
velope. “Trent is in a hurry for this. 
Don’t bother to announce me.” Not 
waiting for an answer,*’ she turned 
the knob and entered the executive 
suite. 

Momentarily, she felt stunned, con- 
fronted by the most** important men 
in two of the largest corporations in 
the nation. The atmosphere was one 
of obvious” tension. Indeed, as 
Marge had said, it was not going well. 
Austere executive eyes glared at her 
in combined® hostility and surprise. 

Joyce braced herself. More than 
her own reputation and future were 
at stake here, so much more. . . .™ 
She took a deep breath and went 
straight up to Jason Trent. Somehow, 
the smile she managed was sweet and 
demure. 

“Good morning,** Mr. Trent. 
Here’s the presentation Mr. Lindstrom 
promised to write for you.” 

Trent, who had been flushing a 
deep and** worried red, suddenly 
turned pale. With a dumb expression 
in his eyes, he accepted the leather 
envelope Joyce™ handed to him. His 
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lips moved and sputtered, but no co- 
herent sound came forth. 

Mr. Wilcox, giving him a hard, 
searching®® look, snatched the presen- 
tation from his hands. Joyce heard 
an FB executive whisper to his part- 
ner beside*®® him: “Barry Lindstrom 
—that’s the chap I spoke to you 
about.” 

Mr. Wilcox was studying the 
presentation. His®’ face had bright- 
ened perceptibly. 

Joyce chose this moment to tact- 
fully withdraw from the room. Out- 
side the conference™ door, she stood 
with her back straight against the en- 
trance and momentarily closed her 
eyes in relief. She found that her” 
heart was pounding fast. 

“Joyee—for heaven’s sake—” 

She snapped back to reality. Marge 
was gaping at her. Joyce blinked, 
and a*® hundred thoughts came rush- 
ing at her. “I'll explain later, Marge,” 
she said again. 

Below, on her own floor, Joyce 
found Mr.** Lindstrom surrounded by 
anxious UBA’ers. Someone shouted, 
“There she is!” and soon she, too, was 
surrounded. 

Mr.** Lindstrom dispersed the 
others quickly, then locked the door 
to their own office behind him. 

“Joyce, for the love of Pete,** what 
happened? You're trembling. Here, 
sit down. Take it easy.” 

She sank into her own chair at 
her own desk. Her boss said gently,** 
“Let’s start right from the begin- 
ning.” 

At first it was hard to get the words 
out, but once she got started it all 
seemed** to roll out naturally. She 
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told him everything that had hap- 
pened and everything she knew about 
Jason*® Trent—the blackmail, the 
brain picking, the treachery. She told 
how certain she had felt yesterday 
that if the*’ presentation ended up in 
Trent’s hands all would be lost. 

Mr. Lindstrom just sat and lis- 
tened, gazing at her in** astonishment. 
“And, in conclusion,” she said, “I’m 
tired. My phone was ringing half the 
night.” 

Finally, when her tale was done,“° 
Joyce felt a rush of emotion, the after- 
math of her ordeal. She felt a damp- 
ness in her eyes. “I shouldn’t have” 
done it,” she stammered. “I acted on 
impulse, but—” 

Her boss shushed her gently. 
“Joyce, don’t you apologize. I’m the 
one”’ who should.” 

The phone rang. Joyce, her 
voice unsteady, answered. 

“Yes, sir,” was all she said. She 
said it three times, then hung up, 
but** now there was a glow on her 
face. 

“It was Mr. Wilcox. He—he thinks 
it would be only fitting for his bril- 
liant®* successor to be represented at 
a showing before its largest account. 
He wants you up there, Mr. Lind- 
strom.** You did it! You did it!” 

Barry Lindstrom shook his head 
slowly. “We did it, Joyce. You and 
I. Operation FB** was my baby; 
Operation Trent was yours.” 

He gazed fondly across the desk at 
her. “You realize, of course,®* that 
this means you can’t continue as my 
secretary. (A surge of panic hit 
her.) However, I’ll see that the®’ new 
plaque is made up as soon as possi- 


ble: Joyce Collins, Assistant to the 
President.” (1156) 


FANTASY FORETOLD 


by Carol Fulk 
FAITH IS THE FORERUNNER 


of blessings. Myra Powell knew some- 
thing wonderful was going to happen 
to her.’ Intuition told her today was 
the day. 

She thumbed through the credit 
file cards, disinterestedly looking for 
an’ account for her boss, Mr. Gra- 
ham. Luckily, he was out of town to- 
day, and Myra slumped back in her 
chair,® scattering her long list of in- 
structions untidily about the top of 
her desk, her mind in a dreamy daze, 

Paris,* she thought, and her eyes 
half closed with a drowsy, faraway 
look. 

The gay music of an accordion 
danced® melodiously in her ears. 
Myra stopped to listen, enchanted by 
the street singers on the corner. She 
stood there,° enraptured, then walked 
on with the merry, tinkling sound still 
singing in her head. 

She was in heaven. This was the’ 
enchantment that was Paris—this was 
the enchantment that could only be 
Paris. 

Myra strolled along the Champs 
Elysées.* It was spring, and colorful 
shrubs and flowers on the boulevard 
were in full bloom. Inhaling deeply 
the fresh” spring air, she felt an in- 
describable thrill as she ambled along, 
missing nothing around her. 

She stopped for a’° minute and 
closed her eyes, listening to the sound 
of a distant church bell chiming .an 
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ancient hymn, muddled with the” 
murmur of women peddling their 
crude carts of many-colored flowers 
to passers-by. The roar of horns and 
the shrill’* sharp sound of gendarmes’ 
whistles pierced the air. 

It was all too exquisite—Myra was 
in another world. She began‘* walk- 
ing again at a leisurely pace. When 
her legs were tired and her throat dry 
from the warm sun, she stopped at a 
sidewalk** café for a drink. 

Feeling refreshed, she meandered 
until she reached the Place de L’Etoile, 
a large, open’*® area where many of 
Paris's most famous avenues and 
boulevards meet. She looked upward 
at the Arc’® de Triomphe, which com- 
memorates victories of Napoleon and 
soldiers of the Revolution. Staring 
at'’ that massive structure made 
Myra feel like a character from Lilli- 
put, with the minute dimensions of a 
mouse** gawking before a portentous 
elephant overhead. 

Crossing the street diagonally, 
she wandered along’® the Avenue 
Foch and entered the Bois de Boulogne 
Park. Seating herself on a_ park 
bench, she leaned back and watched 
the”® play of long afternoon shadows 
over the statues and a group of chil- 
dren sailing their boats in a shallow 

nd.” 

After she had relaxed a bit, Myra 
studied her map and decided where 
to visit next. She chose the Latin™ 
Quarter and, at the edge of the park, 
hailed a cab to take her to the left 
bank of the city. 

Myra sank back into** the seat, 
watching intently as they crossed a 
bridge over the Seine. She instructed 
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the driver to go slowly** around the 
section and take the unusual, out-of- 
the-way-of-tourists streets. 

They drove up a cobbled, very” 
narrow road, flanked on each side by 
archaic, thick-walled stone houses. 
There were no sidewalks. Windows 
in the houses, the*® size of ships’ port- 
holes, interrupted the grim appear- 
ance of barrenness at infrequent in- 
tervals. 

Impoverished*’ artists spotted the 
sidewalks here and there, clad in 
worn-out shoes, tattered coats and 
traditional berets. Some of** their 
fresh Parisian scenes seemed very 
good to Myra, who stopped briefly to 
buy a few of the more vivid ones. 

Before*’ recrossing the Seine, she 
passed some Gothic cathedrals, prob- 
ably the most beautiful in the world. 
Myra oohed*® and aahed at these 
baroque monuments that reached sky- 
ward like mighty arms outstretched 
to heaven. 

Next she visited the®’ Louvre. 
Just as she glanced at Da Vinci’s 
“Mona Lisa,” she heard a faint voice 
in the distance calling, “Miss, Miss.” 
Myra’s™” mind traveled through the 
twilight ether of slumber to gradual 
wakefulness. 

“Miss Powell?” Myra nodded® 
dazedly, shaking herself free of the 
drugged effects of sleep. 

“I have a registered letter for a 
Miss Myra Powell,”™ said a messenger 
boy. “Would you please sign here?” 
Confused, Myra signed the paper and 
began reading the letter.*° 

“Dear Miss Powell,” it began, “We 
want to congratulate you on being 
selected by the Writewell Pencil** 











Company as ‘Secretary of the Month.’ 
This entitles you to a two-week vaca- 
tion in Paris as our guest.””” 

Myra gasped as she realized the 
meaning of the words. Who ever said 
women’s intuition is a lot of* non- 
sense? (761) 


BARGAIN DAYS 


by Roberta G. Paviu 

WHAT IS A BARGAIN? A bar- 
gain, you might say, is something that 
you can buy for less than its usual 
cost—something’ that can be had at 
a discount. 

A woman will know a good bargain 
when she sees one. It may be an item 
of* clothing that is on sale or perhaps 
something else that she wants—often 
something that she would not be able 
to buy” at the usual cost. 

But a bargain does not apply only 
to something that can be bought at a 
discount at* a store. A bargain can 
be an exchange or a deal. One man 
may want something that another per- 
son has and will® give what he feels is 
a fair exchange for the item or favor, 
as the case may be. 

Most of us can tell a good® bar- 
gain when there is something on sale, 
but when we must give or do some- 
thing in exchange for what we want, 
many people’ cannot tell a good bar- 
gain from a bad deal. 

We may have something important 
to do, but a friend will come along* 
and say don’t do it. There is some- 
thing going on that is more fun. 
Make a bargain with yourself, he will 
suggest.” Have your fun now and then 
work twice as fast at the job to make 
up for the lost hours you used up on 


the fun. This may’® sound logical. 
It is true that we can often make up 
some work we may have neglected. 
But since human nature’’ is the way 
it is, nine times out of ten most of us 
do only half the job or we do it 
wrong, with the promise’’ of doing 
better on the next one. 

Or a person may say to a friend, 
“There is an easy way to do that 
job.”"* It may not be the right thing 
to do, but it will get the work done 
fast. You can make up for it later. 
Something like** this may seem like a 
good bargain to a lot of people. It is 
a short way out. But what can hap- 
pen is that the’* easy way becomes a 
way of life because it is so simple to 
get into and stay in. 

A bargain in a’® store where you 
can buy an item for less than its 
usual cost is one thing. But a bargain 
where one must exchange’’ something 
—an ideal or a belief perhaps—for 
another is not a bargain if we have to 
rob ourselves’* of that which we need 
or should do. (366) 


JUNIOR OGA 


God educates men by casting them 
upon their own resources. Man learns 
to swim by being tossed into life’s 
maelstrom’ and left to make his way 
ashore. 

No youth can learn to sail his craft 
in a lake secluded and sheltered from 
all’ storms, where other vessels seldom 
come. Skill comes from sailing one’s 
craft amidst rocks and bars, amidst 
storms and whirls and* countercur- 
rents. Responsibility alone drives 
man to toil and brings out his best 
gifts. (75) 
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SENIOR OGA 


Real success in learning lies in abso- 
lute honesty, particularly with your- 
self. Never try to make’ yourself be- 
lieve that you have done your best 
when a voice within you says you 
should have done better. You can 
hold your head* high only when you 
have satisfied your own self that your 
efforts have been honest and thorough. 

Having chosen your” calling, lay a 
solid foundation on which to build 


the structure of your knowledge. 
Above all, see that you have‘ 
thoroughly studied the anatomical 
construction, so to speak, of the 
branch you have taken up. Super- 
ficial’ learning may go a little way, 
but it is bound to crumble when put 
to the test. 

Be honest with yourself in® what- 
ever you undertake, and you will be 
successful. You will stand the test. 


(133) 
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Practicality plus—Robert Sloan’s 
trouser skirt. Perfect for all 

en route traveling. Just as great 
for sight-seeing (there’s bound to 


be a lot of leg work involved). 


To wear with its matching blouse 
or teamed with your other travel 
tops for ensembles unlimited. In 
Acrilan acrylic fiber that never 
wrinkles. Skirt about $17. 

Shirt about $15. 


..... 00d looks section.. 
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Beachcomber's delight—on a Caribbean 
island or on the shores nearer home— 
gently tapered pants of stretch nylon 
that “‘give’’ when necessary. Hand 
washable, quick drying. Top them with 

a casually fitted white knit shirt, 

trimmed to co-ordinate with the pants. 

By Manhasset Casuals. The outfit, $19.95. 





SWITZER 
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A word to the wise vacationer: take 
seporates—they mix and match into any 
number of outfits. A case in point, 

these by Robert Sloan. Sleeveless back- 
button blouse can be worn in or out, 
belted or not. Matching pleated skirt 
also has its own belt. Both can double 
with other wardrobe items. Lightweight 
Acrilan acrylic fabric that is 
immensely packable, weighs next to 
nothing. Blouse $12.95. Skirt $18. 


...... fashion 
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Off to a good start—in a plaid redingote 
by Glen of Michigan. Can be worn with 
its co-ordinated sleeveless blouse for a 
tailored look, without on dressier 
occasions. The fabric: Acrilan acrylic 


fiber that’s a traveler's joy. $35. 













ON THE COVER: Topping everything—a classic 
coat, coin buttoned. In jersey of Acrilan 
acrylic fiber that’s laminated to urethane 






foam for shape retention. Won't wrinkle, 
shrink or mat. By Davis Sportswear. $24. 
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Vacation may be a time to relax, a time to get away 
from it all. . . but we doubt that there’s a single reader 
who wants to relax so completely, go so far away that she 
ignores her looks until it’s time to return to the office. 

Just the opposite is true, we feel. A girl—be she mar- 
ried or single—wants to look her best when, or some- 
times in spite of the fact that, she’s having a good time. 
Yet the thought of taking the contents of one’s beauty 
shelf (or shelves) and fitting them into the already- 
crowded confines of a suitcase can be a problem. What to 
take in the way of cosmetics and how to pack them are 
the big questions. 

Well-known beauty authority, Max Factor, offers some 
cogent advice on the subject: Plan your make-up selec- 
tion according to the places you are going, the climate, 
the type of people with whom you'll mingle, the type of 
clothing and the colors you'll be wearing. A glamour-girl 
approach would be out of place on a fishing trip, for 
example. Yet it would be very much at home in the 
sophisticated capitals of Europe. 

Let’s start with what to take. There are certain basics 
that everyone—be she going to Tangiers or only to the 
next town—should carry. A cake of soap—more than one 
if you're headed for some remote spot where it might be 
scarce. A wash cloth—these are not on the list of “essen- 
tial guest items” at many hotels and motels. Here again 
the “numbers rule” applies, so we make haste to mention 
the compressed cloths, compactly packaged, that open to 
full size when wet. Other essentials: your favorite cleans- 
ing lotion or cream, a good anti-perspirant-deodorant., 
shampoo, tooth paste and tooth brush, razor or depila- 
tory, hand cream and antiseptic lotion, cleansing tissue, 
curlers (and something to cover them with). And a sup- 
ply of Wash °“N Dris will make getting there a much 
cleaner adventure. 

The girl who's headed for an “outdoor vacation” will 
want to add a good sun lotion (basing her choice on 
whether she wants to tan or remain lily white), a sooth- 
ing medicated cream “just in case,” and perhaps a small 
jar of moisture cream to do away with the flakiness that 
can plague even an oily skin under drying conditions. 

The city-bound tourist may want to include a pack- 
aged facial mask (geared to her skin type) to use in 
combatting the soot that settles on even the fairest com- 
plexions. And, nice to have along, bath oil for a truly 
luxurious “soak.” 

So much for the basics. Now to glamour—and that 
means make-up. 

Most trips, be they for a weekend or a month, embrace 
many varied activities. You may go from the tennis 
court to a formal dinner, from sight-seeing to dancing 
under the stars. Naturally your wardrobe will vary 
and your make-up should be planned accordingly. 

For instance, if you are sure to be in the sun and a 
tan is inevitable, don’t forget to take along a darke1 
foundation and powder. A whitewashed look, due to light 
make-up shades. on an important evening is disappoint- 
ing and unnecessary. Of course, lipstick (the non-drying 
kind) and nail polish should be chosen to harmonize 
with your new tan rather than with your city pallor. 

By the same token, if you’re headed for a vacation 
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out of the reach of Old Sol’s rays, remember that when 
you re picking your travel make-up. City streets can take 
a deeper lipstick, a brighter nail polish, but a sun tan 
acquired via powder and paint looks out of place any- 
where in the world. 

Daytime make-up, whatever the locale, should be sub- 
dued and in good taste. Foundation (this may be omitted 
for outdoor activities), a touch of powder, lipstick and 
mascara for those who need it. The pretty, natural look 
is what’s indicated—and admired. 

At night you can add the glamour touches, if you're 
at a dress-up place (three-inch eyelashes and sprinklings 
of gold dust don’t go with Bermuda shorts). Eye shad- 
ow, rouge, a more exotic shade of lipstick—anything 
that will make you the girl of Ais dreams. 

We've left one beauty item off our list, but it’s so im- 
portant we feel it deserves star billing. Perfume—we 
hope you wouldn't go anywhere without it. Again con- 
sider your vacation locale; if your favorite scent is 
appropriate, by all means stick to it. but if a change is 
indicated—a heavy musk-y perfume, for example, would 
be all wrong at a dude ranch—spend an hour or two at 
your favorite store choosing another. Your time will be 
well spent. 

For the “how to carry” part of our story we'll let the 
last be first. Take perfume and/or cologne in flacons and 
bottles made for traveling. They're spillproof, leakproof, 
pressureproof. Don’t make the mistake of thinking that 
your regular bottle will get there safely if you merely 
give the top an extra twist and carry the whole thing up- 
right in your handbag. It won't . chances are that 
you ll find a nice puddle in the bottom of your bag. And, 
if you're going to Paris or one of the “free port” areas, 
just bring along enough perfume to get you there—then 
stock up to your heart's content. 

Happily for all vacationers, many of today’s beauty 
aids are already packaged in lightweight plastic contain- 
ers (the more of the contents you use, the lighter your 
luggage). Try to get as many of your needs as possible 
in these travel trappings. However, if some of your “must 
takes” don’t have this advantage, you can buy plastic 
jars and bottles at any drug or department store. Simply 
transfer the contents from the regular containers to their 
lightweight counterparts. Remember, take everything you 
need and only what you need, or on long trips, what you 
can comfortably carry. Most cosmetic items can be pur- 
chased in the large cities around the world. One added 
note: hand lotion, shampoo, even bath oil come in “in- 
dividual application” plastic cases. They’re practical and 
easy to carry. 

Never pack cosmetics or any liquid or oily substance 
in with your clothes. Temperature, pressure and rough 
handling of your luggage can sometimes cause disasters. 





Get a cosmetic bag or case—one that suits your needs 
and use it for your bottles and jars. “Dry” 
extras can be carried together in an 
ordinary plastic bag. Good advice: 
vet your beauty items in shape 
several days before you plan to 
leave. They can wreak havoc 
with a last-minute schedule. 
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SYNOPSIS. Les Freres Blanche (FB), leading cosmetic firm. that afternoon. Going to the programming director's office, Trent 
was about to choose between United Broadcasting Affiliates and maneuvered Barry into getting the project ready. For most of the 
series and had advanced the day Joyce and her boss worked on it steadily, and by the time 


another major network for its neu 
she’d sent it to the art department, Mr. Lindstrom had left for 


I resentation date by a week to eleven a. mm. the next day. Vr. 
Wilcox, retiring president of UBA, wanted the FB account, and the airport. Impatient to have the presentation in his hands, Trent 
the person who might land it for the network—Jason Trent or had been calling Joyce all afternoon, well into evening. Just before 


eight he called again. With Mr. Lindstrom’s flawless. finished work 


Barry Lindstrom Mas certain to he next pre sident. Jove eu anted 
ust dou mfirom art, Jovce just couldn't let Tre nt have it. With the 


her boss, Mr. Lindstrom, in the top job, knowing that brain picker 


Trent would lower standards. But now Trent was in a quandary. phone still ringing, she grabbed up all copies and raced to the 
He had wormed his wav into Mr. Wilcox’s confidence. and the elevator. “Its appendicitis!” she told the operator ... “Have to 

ef was counting on him to have the presentation re ady. hn thout get to a hospit il eee tell Vr. Tre nt that it was a matter of life 
B 1 ry s cre ati ty he was de ad. and B wry was li aving tor ¢ } 1Z0o de ath im 


ram 
ANS > 2 


ya 


Austere executive eyes 
rlared at her in combined 
hostility and surprise. 
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How fast sad shorth 
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YOURSELF! 


By Florence Elaine Ulrich, Director 


Gregg Awards Department 


@ No matter how many 


“on has or 


teachers a per- 
how many courses he takes, 
there comes a time when his improve- 
ment—in any field—is strictly up to 
himself, 

Now this isn’t just teacher preaching 
on my part, but it does hold true for 
shorthand as well as for anything else. 

borne out, for instance, by a letter 
| received recently. Here it is: 

I finished high school in 1923. Short- 
hand wasn't taught there so I studied it 
evenings at a business school. There 1 
learned about The Gregg Writer (in case 
that’s 
[S‘s former name) and the tests the mag- 


you're too young to remember, 


azine offered. I determined then and 
the re lo improve my own Gregg penman- 
ship and to qualify for an OGA award. 
Wy shorthand qualified me for the 
to the dean at a 
in 1928. I received a B.A. 


After that, | taught commercial 


wositton of secretary 
college where, 
le gree. 
subjects in high school and many of my 
students obtained your OGA and _short- 
hand speed certificates, including the 
10-word pins. 
Perhaps their proficiency spurred me 
on, because I became interested in 
wed myself, took the reporting course 
at Gregg College and, in 1933, became 
official court reporter in the circuit 
iris of mv area. 
In 1936, while still reporting. I began 


self-study of law (he didn’t even 


ril. 196] 


stop at court reporter!) and passed the 
Illinois Bar Examination in 1940. 
We've 


he ause W 


printed this letter at length 
e know everyone needs a little 
prodding and encouragement sooner or 
later. Sometime or other, you're going 
to feel alone in your practice: alone 
and utterly “done in.” Take heart. 
though—the defeated feeling is often 
just the last hurdle, over which is, lo 
and behold. success! 

The problem of increasing speed dif- 
fers in typing and shorthand. In _ the 
former. the thing to be learned is physi- 
cal or muscular control, and your im- 
mediate aim ds to build skill through 
rapid and accurate direction of finger 
action. Once you've acquired a reason- 
able command of the keyboard, you must 
practice for speed without ceasing. 
Consistent typing at an even speed has 
very little effect on increasing that 
speed, except for eliminating waste mo- 
tion. So you must always go faster. 

This is the basic requirement of the 
Competent Typist Test. You should type 
the test once, note your errors and 
spend a few minutes correcting them. 
Then type the test again, forcing your 
~peed. You may type the test in sections 
or one paragraph at a time, and you may 
begin your speed testing for one minute. 
eradually building up to ten minutes, 

| suggest you type the test, or a sec- 


tion of it. over and over until you've 


increased the speed about ten words 
minute. If you make too many errors, 
continue the same tempo till you're 
typing the copy at the new rate smoothly. 
easily and accurately. Only then should 
you try for a better speed. 

Competent Typist Certificates begin at 
forty words a minute. Professional or 
expert speeds begin at eighty. 

\ Competent Typist Progress Award 
is available to beginners at thirty words 
a minute. 


Competent Typist emblem 


pins may be had at sixty, seventy and 
eighty. Certificates are issued on tests 
typed at one hundred or more wam only 
if the test is timed, witnessed and 
signed by a representative of the Gregg 
Publishing Company or someone desig: 
nated by this department. Competent 
Typist Speed Awards are worth having, 
not just as witnesses to your own achieve- 
ment but because of the greater job po- 
tential they hold for you. 

Now for 


lime was when a dictator was abso 


shorthand speed practice. 


lutely necessary in order to get the most 
from your home practice, and, it goes 
without saying, the better the dictator 
the easier it was to develop speed. 

But today many fine dictation records 
and tapes are available at various speed 
levels and nominal prices. If you devote 
a specific time to practicing with them 
each day, it won't be hard at all to de- 
velop speed. 

If you're especially nimble, your fa- 
cility in executing outlines may exceed 
your ability to think of what to write. 
(And when that transpires, it's time to 
start increasing your word power. The 
mental burden of shorthand writing will 
lessen as your shorthand vocabulary 
grows. 

Then again. if. in your study and 
practice, you reach the point where you 
must strive harder to write down the out- 
lines as fast as you can think of them, 
you should do specific exercises to in- 
crease muscular writing speed and con- 
trol. One such exercise is the rapid 
execution of the digits from one to ten. 
You may also use longhand penman- 
ship drills, such as the continuous 
writing used in making the large and 
small ovals and the u, w, n or m. 

Although some of the best shorthand 
writers have worked up their excellent 
speeds without a dictator, they neverthe- 
less kept to a definite system. They took 
every opportunity to write shorthand 
from sermons, lectures and conversa 
tions. When they were just beginning, 
they improved their speed and at the 
<ame time increased their knowledge « 


business letter forms and special vocabu- 


43 








lary by writing the shorthand forms over 
the words of old carbon copies of letters 
found in the office files. 

Editorials and other printed matter 
may be used in the same way. Pronounce 
the words mentally as vou read and write 
them. Just walking around the city read 
ing advertisements and mentally pictur 


ing the shorthand forms for words in the 


OGA 


JUNIOR 


(Order of Grege Artists) 


This material is “loaded” with 
easy joinings and with fluent blends. 
Practice this test as many times —! 
as you like, trying to get a 
light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 


OGA 


SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of vour ability to 

write anvbody-can-read-it 


Emphasize good proportions. a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Grege Artists. 


ads is another very good practice. Get 
into the habit of translating spoken 


words into shorthand whenever vou hear 


them. 
Another thing that’s a must—always 
aim to improve your outlines. You'll 


read your notes faster and more accu 
rately if they're legible. Concentrate on 


the mental side of shorthand. Intelligent, 





regular practice stimulates the mental! 
processes that control your fingers’ skill. 

To become an expert stenographer o1 
reporter takes practice-—on your part. 
Speaking of practice and self-teaching. 
regardez the result of Abe Lincoln’; 
“home study course” . and it seems 
Mr. Shakespeare never did bother going 


past the sixth grade. 


‘ 
' 
' 
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ON TELEPHONE CALLS 


I didn’t know that the habit of automatically taking short- 
hand notes while speaking on the telephone saves many an 
This 


is particularly true in long-distance calls, when the caller has 


unnecessary call to recheck information already given. 
all the important facts at his finger tips and is trying to relay 
the information as fast as possible. 

With one point after another being hurled at me over the 
taking the 
Accurately transmitting the message 


ene I find shorthand very worth while for 
message down exactly. 
to he pte is very easy when | 

I’m all 


sations 


can just quote the caller. 

favor of the habit of writing telephone conver- 
find that 
valuable to your boss as are the 


in shorthand. Some day you may your 


verbatim report will be as 


court reporter’s notes of a witness’s testimony. 
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000 
UNIOR 


(Order of Artistic Typists) 


Arrange this article as attractively 
as you can on a sheet of plain 
white paper. 

To qualify for an award, your work 
must be neat and clear, without 
typographical errors or strikeovers, 
correctly spelled and punctuated 
and well placed. Also—no erasures. 
Practice the material as many times 
as you wish and then send us 


your best copy. 


To Get Your Award 


Mail your work to the Gregg Awards Depart 
ment (16th Floor, 330 West 42 Street, New 
York 36, New York), accompanied by the 


correct fee: 15 cents for each certificate; 50 
cents for each OGA, OAT or 50-word CT 
pin; 75 cents for each higher-speed CT award. 


® Be sure your name and address appear on 
your paper. ® Any group of papers submitted 


should be 


names, designating the 


sccompanied by a typed list of 
award desired by each 
candidate. © Test applications received with- 
held thirty days only. © Each 


Typist Test must be certified by 


out fees are 
Competent 
the timer. 
follows: 
test 


read as 
that I timed this 
that it 


rhe certification should 
“I hereby certify 
and 
with the 


for exactly ten minutes 


was written in accordance rules.” 


bad April copy is good 
for OAT, ‘ I 


until May 25, 


as membership tests 
16) and OGA 


(page awards 


1961. 


000 
SENIOR 


For the Senior O A T Award, type a 
corrected copy of the report 
Be sure to make all 


the corrections indicated and to 





alongside. 
align the columns of figures. 


The report should be typed on plain 
paper. You may retype it as many 

times as you wish until you feel 

that the copy you are submitting 


represents your very best work. 





APRIL | 
com petent typist lest 


(THIS COPY SHOULD BE DOUBLE SPACED.) 

The daily newspaper and the week- 
ly or monthly magazine are so often 
taken for granted. Many people have 
no idea of all the work that must go 
into any printed page. 

The first job in getting together a 
printed page belongs to the editorial 
staff. The editor and his assistants 
must decide what articles and pictures 
they want to go into their particular 
magazine and go about getting the ar- 
ticles written and the pictures taken. 
Then the typist must prepare the man- 
uscript, keeping careful count of the 
length of each typescript or copy, as 
it is often called in the printing world. 
Then an array of editors, artists and 
layout men consult over the way each 
article is to be presented and the se- 
quence the articles will take. 

When the copy has been marked up 
and the pictures engraved, the next 
phase of the job is the printer's. A 
printer is extremely proud of his job 
and carefully checks all the markings 
the editor has made for him on the 
copy. He then sets his typesetting ma- 
chine accordingly. Most type is set by 
a Linotype machine, which is operated 
almost like a typewriter. The printer 
sits at his machine and types the copy 
while metal letters fall into place in 
the machine. When one line has been 
typed, the printer presses a long lever 
and molten lead falls into each mold 
and casts what is known as a slug. 
Each line of type appears on a slug, 
which is next placed into a long metal 
tray, known as the galley tray. 

After the copy has been set in this 
way, the printer hands this galley tray 
to a young apprentice who rolls ink 


16 


WORDS 


6 
14 


303 
310 


o compute speed, note the number indicated at the 





end of the last line 


vou copied completely and add 1 for each additional 6 strokes tuped. To 


get the gross speed, divide total by number of minutes; or, to get net 


ore than five errors disqualifies 


T 
speed, subtract 10 for each error before dividing bu number of minutes. 
M 


a Competent Tupist Test for an award. 


WORDS 


over the type and “pulls” a proof of 
the galley. The proof is carefully 
checked against the original copy and 
all errors the printer has made are in- 
dicated. Errors that are not caught by 
the proofreaders at the printing plant 
are spotted by eagle-eyed editors who 
also proofread the galleys and indicate 
more corrections or alterations. They 
also supply the printer with layouts 
showing the placement of the type 
and the engravings. 

When the printer receives this ma- 
terial, he makes all the corrections in- 
dicated, usually resetting entire slugs. 
The next step is fitting the type and 
engravings in a page form according 
to the dummy layout he has received 
from the editors. When this is fin- 
ished, page proofs are sent to the edi- 
tors for final corrections. 

After the page proofs have been cor- 
rected by the printer, he locks the type 
and engravings in a form called a 
chase. Any alterations that are made 
at this stage are both time consuming 
and expensive, for entire pages must 
be opened and removed from the chase 
and again taken to the Linotype ma- 
chine for new type slugs. 

When everything has been cor- 
rected, the chases are sent to the huge 
printing machines where they are 
locked up in beds. This is known as 
putting the magazine or newspaper 
“to bed.”” Some magazines make press 
plates of each page, but this is just 
another process that eventually leads 
to the final printed page. 

It is not long before the smell of 
printer’s ink is in the air. 


318 


603 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
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GREGG 


shorthand 
simplified 


PUZZLE 


(Through Lesson 25) 


prepared by Ruth H. Smith 
Maine Twp. High School West 
Des Plaines, Illinois 


HORIZONTAL 


1. An unruly crowd easily moved to action 

4. Value 

7. Struck head on 

9. Remain 

2. Older persons; important offices in certain 
churches 

14. Having good judgment 

16. Frighten 

17. Like cream 

19. Regular payment for the use of property 

20. Top part of a steeple that narrows to a point 


(plural) 
21. Official decision or order 
23. Talk over 


25. Put in an envelope along with a letter 

27. Hurl 

28. Food served at one time 

29. Long fish shaped like a snake 

30. Strong rope made of wires twisted together 

32. Speak 

34. Part of the human body between the shoulder 
and the hand 

35. Rooms where clerical work is done 

36. A married woman's title 

38. Pale as ashes 

40. Slanting walk or road connecting two levels 

42. Colors 

44. Small bird 

45. Much loved; high-priced 

46. Small valley 

47. Large, woody plant 

49. Sorrowful 

52. Small present of money given for service 

54. The heavenly body around which the earth 
revolves 

55. Shed tears 

56. Contest of speed 

58. A man's title 

59. Put in proper order 

61. Write without care 

63. Mother or father 

65. Humble 

67. Assembly; group called together 
advice and settle questions 


to give 


















































69. 
. Estimate the value of 

. Not healthy 

. Lure 

. One who writes editorials 

. Solid mass of no particular shape 
. Precious stone 


wWUwn — 


48. 


50. 







































































































































































A mollusk that yields pearls 


VERTICAL 


. Having to do with machinery 

. Comparative form of ‘‘old’’ 

. The “staff of life" 

. Personal pronoun in first person plural, ob- 


jective case 


. Principles of a science or art, rather than its 


practice 


. Gave back sound 

. Approximately; having to do with 
. The region of the clouds (plural) 

. Pull apart by force 

. Buildings for storing ammunition 
. A very common surname 

. One (no matter which) out of many 
. Cylinder of wood around which 


thread is 
wound 


. Light tan color 

. A planner or plotter 

. Recorded words on paper 

. The hot season of the year 

. A planned course of action for some special 


purpose 


. Test or trial to find out something 

. System of printing for blind people 

. Seldom 

. Give formal or public notice of 

. Omit 

. Noise 

. Feminine personal pronoun, nominative case 
. Help 

. One of the threads twisted together to make 


cord or rope 


. Fail to please a person who expects some- 


thing 

River rising in Switzerland and flowing through 
Germany and the Netherlands 

Noah's boat 
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51. Without light 
53. Something to be solved 


55 


.A general course of action through life; a 
life work 


57. After a past time; because 


59 


. Activity appealing to the imagination as 
drawing, painting, sculpture (plural) 


60. A dress without sleeves, worn over a blouse 


61 


. Series of steps or degrees; climb a wall 


62. Overwhelm with requests, questions, etc; make 


64 
66 
68 


70 
71 


a continued attempt to possess by armed 
force 

. To one side; actor's remark that other actors 
are not supposed to hear 

. Past indicative of ‘‘be,"’ plural and second 
person singular 

. Every seven days 

. Found the sum of 

. An indefinite amount 


MARCH SOLUTION 
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At last...a nice way, 


a clean way to dust 
with “SCOTCH” Brand Dusting Fabric 


“‘Scotch"’ Brand Dusting fabric makes messy dust cloths and oil rags 
as out-of-date as high button shoes! 


New fast working “‘wonder’’ fabric with millions of tiny dust traps picks 
up dust and holds it . . . leaves no telltale trail of lint and oily film. 


Soft and eset’ to touch, ‘‘Scotch” Brand’s non-woven fabric can’t — - 
scratch or mar the most delicate surfaces. But it’s also surprisingly tough — 
and resilient—and the highly absorbent sheets can be used over and over. 


Ideal for desk tops, file cabinets, telephones, lamps and fixtures, | 
books, pictures—anything around the office. 


This new disposable dust cloth keeps your hands clean—makes dust- 
ing almost fun! 


Handy 30 yard roll gives you 60 generous dusters. 


Try it—‘'Scotch” Brand Dusting Fabric—and you'll never dust with 
anything else! 
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Hate cleaning x scmsr on vse son 
EYPOWYIEETS 2 ane wnen one tye eee 


so dirty the keys stick together and type like this! 


Then what do you do? Use a messy solvent that stains 


+ 
Af 
iS ~ 


de 
your fingers , PF or a gummy putty « : that 
r 
f 


ruins your manicure? Or a liquid brush cleaner that 


~ 


en 






spots you from head to toe? _ Now there's a brand new 


remedy for this unpleasant chore--a remedy as 


\ " " 
easy to take as a coffee break. wy 2 It's SCOTCH 


Brand Typewriter Cleaner. 1: 1ets you 


type the dirt away. How easy can life get? All you do 
is roll SCOTCH Brand T writ into your 


Set the typewriter on stencil and 





— 
strike each PS 


You've typed the dirt away! And look “=> ‘qe at your 


key several times. YOU'VE DONE IT! 


hands--they're still lovely to look at, aren't they? Best 
a) 
of all, here's news your boss will love Y 'SCOTCH" Brand 


Typewriter Cleaner costs less than a nickel wy) per 
ih 


2 
y= 
} ° ° “a2 
cleaning. So don't 4% ¢ forget to remind him bode- to 
. 4 4 
get you your SCOTCH Brand Typewriter Cleaner No.575 today! 


LE >>>. 
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TERMS IN GREGG SHORTHAND 


accelerate — | ise to move faster; to speed up motion, , 
‘ é os 
acetylene — A colorless gas. o— - 
WA 
adapter — A connecting piece used for changing the ter- 4 t~— 
nal connection f a circuit ‘ 


} > 


debt. ag D 
J 
c r 


amortization — The act or process of extinguishing a 


ampere — The electrical unit of current strength. 


anode — The positive terminal of an electric source, Te 

ore — The luminous glow of light formed between two termi- Q a 
als by passing electric current. 

arrester — A device to retard the flow or action of electric 


he flow ot | Cre 


current. 


atmospheric — Of to the atmosphere (the mass 


a ~ ty 





c 





f air surrounding ’ any celestial body). 





oo 
‘ la 
atomic — Of, about or pertaining to, atoms. O 
booster — An instrument or machine for regulating or modi- y— 
fying the force in an electric current, , 
butane — An inflammable gas. b- 
calibrate — To determine the grad s of, -2 
: , 
calorie — A thermal unit of heat. 
“Qn 
calorimeter — An apparatus for measuring heat quantities. Ow. 
a . jp— 4 
candle power (abbreviated c.p.) — The luminous itensity > “é 
of a light. “ . j 
capacitor = A device for storing an electric charge. owe 
2 - 
capacity — The amount of electricity that can be delivered. = 
& 
carburated — Air and gas mixed. 


cathode — The negative terminal of an electric 


source, 


; - Consisting of 100 degrees or d » i o 
centigrade sisting of 100 degrees or divisions. aa 
2 
, ‘ , AW 
centrifugal — Proceeding away from the center, developing ~~. qT 
outward, 
coefficient — That which unites in action with something re 
else to produce a given effect; a joint agent. 
combustion — The act of burning. a a 


compressor — A machine for compressing air, gas, etc., 


for motive power. 


concentric — Having a common center, 


condensate — A product of condensation. 


condenser — An instrument for holding or storing an elec- 


tric charge. 


conduit — A tube or protective element through which elec- 


tric wires are run. 
coolant — A cooling agent. rrn_@ F 
crossarm — The top crosspiece on a power pole, 


debris — Waste; rubbish; worthless material. Cl, 
7 , 44 
7. ' or g—~ 
derrick — The framework or tower over a deep drill hole for 
t 
y, 
Supporting the tackle for boring or hoisting or lowering. 
- VV 
detector — An instrument for indicating the direction of a o 
urrent detecting the presence of electric waves. 
_e— 
> 
deuterium — A heavy hydrogen gas. 4 
E 


diesel — A type of internal-combustion engine, 
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differential — The gear arrangement that permits connecting 
shafts to revol 





> at different speeds. 


distributor — An for directing current from the 
induction coil to the spark plugs of a multicylinder engine 


apparatus 
in their proper firing order 
duct - 


A pile or tubular carrier for electric power lines, y 


dynamo — A machine for converting mechanical energy into 
electrical energy. 


dynamometer — An apparatus for measuring power devel 
oped by a motor. 

© 
electrolysis — The decomposition of a chemical compound \ 4 

by an electric current. 

< . 
electrometry — The process of making electrical measure ” od 

ments. 

@ 
electron — The most elementary charge of negative electri 

city; the electrical opposite of the proton; a constituent 
of the atom. 

Q 
electroscope — A device for detecting the presence of an -— 

electric charge or for determining whether the charge is 
positive or negative. 

& oso 
electrostatic -— Pertaining to electrical heat resistance. 2 ad 
erg — A unit of energy. C ) 
ethane — An inflammable gas. a 

6 
ethylene — A colorless, explosive type of gas. gpa 
exciter — An instrument that supplies the electric current a . 

r 


used to produce the magnetic field in another machine. 


Fahrenheit — The thermometer 


degrees. 


x scale using Fahrenheit 


filament — A fine conductor that is rendered incandescent 


by the passage of an electric current. 


strengthen another object. 2 ] 


flange — A rib or rim used to 


floodlight -— Artificial illumination in a broad bright beam. 


fluorescent — Having fluorescence; a tubular electric lamp. ' a a 
flux — The rate of flow of energy across or through a sur- ra 2 
face 


franchise — 
from a 


A particular 
government. 


legal privilege conferred by grant 


frequency — The number of complete cycles of current per 


second produced by an alternating-current generator. 


gammo ray — A type of ray emitted by certain radioactive g >—P 
substances. . 

gasket — Material for packing pistons, making pipe joints, o 2 J 
etc. r 

gouge — A measuring instrument. o 


generator — A machine for changing mechanical energy into 
electrical energy. 


An 
or the like for regulating or controlling its speed, 


governor — automatic attachment to an engine, turbine e 


gradient — A slope; the rate of ascent/descent. 


c Le 

horsepower (abbreviated h.p.) — A unit of power. ° i. } 
—r - 

it 


y 


hydroelectric — Pertaining to the production of electricity ¢ 
by the use of water power 
to the flow of an 


impedance — A resistance in a 


alternating electric current. 


circuit 


Ty 





impulse — A current surge having unidirectional polarity, 


incandescent — Glowing; luminous. 


induction — The transference of heat or energy by prox- 
imity 

inductor — A coil. 

influent — That which flows in. 

insulator — Any nonconducting substance, 

ion — An electrically charged atom or group of atoms. 

isotope — Two or more forms of the same element having 


the same atomic number 
joule — A unit of work or energy. 
junction — The act of joining or the point of union. 
kilocycle — A thousand cycles. 
length; one thousand meters. 


kilometer — A measure of 


kilowatt — A unit of electric power; one thousand watts. 


leakage -— Energy or power lost in faulty transmission. 
lineman — A worker on power lines. 
lumen — A unit of light 


manhole — An opening through which a man may go to gain 
access to an electrical conduit, etc. 


manual — Operated by hand. 

megohm — A thousand ohms. 

methane — A gaseous hydrocarbon. 

microwave — A very short electromagnetic wave. 


millimeter — A metric unit of length; one thousandth of a 
meter. 


moderator — A substance used for slowing down neutrons in 
an atomic pile. 


neutral — Neither positive nor negative. 
meutron — An uncharged particle. 


node — The point in a stationary-wave system at which the 
amplitude of the wave-shaping variable is zero. 


nuclear — Designating atoms or groups attached directly to 
a nucleus or ring. 


nucleus — The central part of an atom. 
ohm — The practical unit of electrical resistance. 


ohmmeter — An 
resistance. 


instrument for measuring direct current 


erifice — An opening; vent. 
oscillator — Any device for producing electric oscillations, 


oxidize — To combine with oxygen. 


oxygen - A colorless, odorless, tasteless free gas in the 
atmosphere. 

parallel — The arrangement of terminals in an electrical 
system. 


phase — The position of a wave in its cycle, 
plutonium — A radioactive element. 
pneumatic — Of, pertaining to or using air or wind, 


polarization — An effect produced on the electrodes of a 
cell as a result of the passage of current, 


potential — The degree of electrification. 
pressure — Electromotive force. 


propane — A heavy gaseous hydrocarbon of the methane 


sernes. 


Cc 7 
ot . 
—_— 

‘ y 

— 


proton — The electrical opposite of electron. 


radial — Characterized by divergence as from a center. 


radioactive — Emitting particles or rays. 
reactor — A coil or condenser. 


rectifier — A device or apparatus for converting electric 
current. 

reflector — A surface used to change the direction of ra- 

diant energy or sound waves. 


regulator — An automatic device for maintaining or ad 
justing the electric current, speed, etc., of a machine, 
transformer or the like. 

resistor — A part that offers resistance to the flow of elec- 
tric current. 

revetment — A retaining wall; a facing of stone, concrete, 


etc., to sustain an embankment. 


rheostat — A resistor for regulating a current by means of 


variable resistances. 


selector — A type of switch mechanism designed to move 
over to a number of terminals and to select a particular 
one or group in accordance with 


the signal received, 


shunt — A conductor joining two points in a circuit. 
sulphur — A commonly used chemical element. 


surge — A transient and abnormal variation in the electric 
current or potential. 


synchronism — Of the same frequency and phase. 


tailrace — The channel into which the water from a turbine 
is discharged 


telemeter — An electrical instrument for measuring a quan- 
tity. 
tensile strength — The greatest longitudinal stress a sub 


stance can bear without tearing asunder. 
terminal — A device used to make electrical connections. 
therm — A unit of heat. 


thermogalvonometer -— An instrument for measuring small 
high-frequency currents by their heating effect. 


thorium ~— A radioactive element occurring in thorite; a 
heavy, gray, difficultly fusible metal. 


tolerance — The permissible variation from assigned value. 
torque — That which produces rotation or torsion. 


transformer — A device for transferring electrical energy 
from one circuit to another. 


transmission — The transfer of electrical energy from one 
location to another through conductors or by 
or induction fields. 


radiation 


transmitter — A comprehensive term applying to equipment 


or a Station in the transmission of electrical energy. 


turbine — A rotary engine commonly activated by steam or 
flowing water. 


vacuum — Anenclosed space from which air has been removed. 
vector — A quantity having magnitude and direction. 

volt — The unit of electromotive force. 

voltage — Electric potential expressed in volts. 

voltmeter — Any instrument for measuring volts. 

watt — A unit of electric power. 


watt-hour — Electrical energy equal tothe power of one watt 
being consumed continuously for one hour. 


winch — A commonly used device for hoisting heavy objects. 


zirconium — A metallic element found in zircon and certain 
other minerals. 
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RANSCRIPTION 
CORNER 


The letters below have a few careless errors—errors that 


t busy secretaru might easilu make and 
¢ how accurate a proofreader vou are 


© if wou found all the 


. Then turn to 


pode ¢ fo mistakes. 


overlook, Check 








Dear Mr. Anderson: up 


ur invitation to attend the 
luncheon of your local Town Develop- 
ment Association and to eive a talk 
on "Youth's 


Place in Our Town' would 
certainly sppesl to Mr. Brooks. Un— 
fortunately at this time Mr. Brooks 


is out-of-town on a 
and will 


business trip, 
not return untill May 2nd. 


However, Mr. James 


Barrett, who 
often assists Mr. Brooks in different 
presentations, addreses many local 
organizations on various topics. He 

very active in working with youth 
groups, so I know the subject of your 
Assocation's talk will be of interest 
to him. 

If he does not have previous 
engagement, I feel sure he would be 
happy to accept an invitation to 
your luncheon. Why don't you con- 
tact him at DO2-5744. 


Sincerely yours, 














Arnold: @ 


Today we received your letter 
asking why we had not sent your copy 
of the "Special Offer" book listed in 
last week's issue of our mag. In 
checking our records, we find that the 
book was shipped to you on March lst, 
apparently it was lost in transitt. 


Dear Mr. 


As you know, each special offer 
as only a limited number of copies. 
Since the response to our last offer 
was so great our supply was deleted. 
Therefore, we sre unable to ship you a 
duplieste order. We have enclosed a 
refund check in the sum of 2;95 the 
price of the last offer. 


h 


We are certainly sorry that this 
happened. In future issues there 
will be many interesting offers. We 
hope you will tske advantage of these 
offers. You will enjoy them! 


Sincerely yours; 
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Grossary AND [/ocasutary 


LOS TER wwe wren ee 
FANTASY FORETOLD -- page 38 


a 
disinterestedly Ze 
faraway od de 
melodiously ie 
~s 


leisurely fo 


meandered ae 





intuition 


enraptured 


gawking a en. 
portentous ! 

archaic Cz 
barrenness “ " 
traditional me 
baroque 3 ‘a 


passers-by 4 6 


THE BRAIN PICKER -- page 40 


radius aT 
duped? SC 
ransacked Gry 
sabotage C7 


dependability a 


heretofore av) 

irreparable ; 

penthouse t/" 

luxurious th, 


inner sanctum 


ou 
momentarily —,, . » 
coherent 7202” 
perceptibly 
treachery cf 
aftermath 22 
'PORTENTOUS (meaning): Monstrous; also, ominous. 


2BARRENNESS (spelling): Note the double n. 


3BAROQUE (meaning): In architecture--that style pre- 

vailing from about 1550 to late in the 18th century, char- 
acterized by curved and contorted forms; may also mean 
in corrupt taste, irregular in form, grotesque. 


4 PASSERS-BY (spelling): Note that this plural is formed 
by adding the s to passer, not to by. 


>DUPED (meaning): Deceived. 





a 
file clerk’s 
fancy 
always turns to 
thoughts of 
PENDAFLEX ! 


And why not? Oxford Pendaflex 
hanging, sliding folders create a vear 
‘round love affair in any office. The 
boss loves the accuracy of exclusive 
Pendaflex “Keyboard” selection. 
Office managers pledge eternal devo- 
tion to the timesaving efficiency of 
those fast-sliding folders. And, of 
course, file clerks are rapturous 
about the ease of Pendaflex finger- 
tip control of all file drawers. 
Courting greater efficiency for 
your office? See your franchised 
Pendaflex dealer or mail the coupon 
for full details plus free File Analy- 
sis and complete Oxford Catalog. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 























FIRST NAME 
IN FILING 


OXFORD FILING SUPPLY CO., INC. i 
14-3 Clinton Road, Garden City, N. Y. | 

Please send free ‘File Analysis Sheet” | 
and Big 60 Page Catalog of Filing | 


Systems and Supplies. 


> 
n 




















BOSS 


The “chosen” find themselves in a real 


Continued from page 22 


college atmosphere, complete with rah- 
rah spirit, class songs and impressive 
graduation ceremonies. The bottom floor 
of the low sprawling building is devoted 
to attractive lounges and reception areas, 
a fully equipped cafeteria and kitchen, 
administration offices, a beauty salon — 
and classrooms, Peek in one and you see 
a group practicing before a mock-up of 
a plane buffet — with students taking 
turns acting as stewardesses and passen- 
gers. In another, intent faces peer into 
individual mirrors as their owners apply 
lipstick or adjust hairdos according to 
the advice of an instructor. And down 
the hall a third room houses an excited 
contingent being measured for uniforms. 

It's not all work though. There are 
tennis shuffleboard 
courts, a swimming pool and patio and, 


courts, bicycles, 


in the recreation room, bridge tables, 
pianos, television and hi-fi, What’s more, 
there’s time to use all of them, 

“The girls manage to meet an amazing 
number of Millie laughs. 
“Sometimes they're friends of classmates 


men, too,” 
who live in Texas, sometimes they're 
friends of former students and passed 
along from class to class.” 

Curfew rings at 11 p.m. on weekday 
nights, 1 a.m. on weekends, We won- 
dered aloud about the possibilities of 
latecomers sneaking in after hours. 

“Impossible,” the director of the col- 
lege stated firmly. “The only way a girl 
could get in is to ring for the watchman. 
Then the culprit knows that she’s ex- 
pected in my office first thing the next 
morning.” 

Although Millie herself is a friendly 
person and gives instruction in two sub- 
jects, she finds that she doesn’t get a 
chance to know individual students too 
well. “Too many other things interfere.” 
she sighs, “but they do come to me if 
they have problems or if they get 
trouble. And.” she brightens, “the in- 


structors really get to know the girls. 


into 


Friendships go on long after training is 
over.” 

Does Millie miss flying? “Yes, but 
I still do a lot of it 


ger.” Last year she spent a flying “vaca- 


- always as a passen- 


tion” in Europe. where, just to keep her 
hand in, she visited the stewardess train- 
ing centers of the various foreign air- 
lines. 

As we toured the Stewardess College 
we couldn't help but be impressed by the 
spirit of co-operation and camaraderie 
that exists there. It éxtends from Millie 
through all the staff members to the 
students. 


We stopped one girl to ask her why 
she had decided to become a stewardess, 
“T used to be a secretary,” she said, “but 
I found sitting at a desk all day too dull 
so... At this point someone inter- 
rupted to explain where we were from, 
and she dissolved into frantic and em- 
barrassed apologies. 

We laughed and said we imagined 
that there were days when even the most 
dedicated secretary wishes she was air- 
borne. And after all, for some girls the 
challenge and excitement of living is 
35,000 For others, the 
answer lies behind an office desk, 


Just ask Millie: Alford. She knows. 


found feet up. 





HUMAN 


Don't make a big production out of 


Cov:tinued from page 17 


vour new responsibilities and privileges 


or let your lofiy position go to your 
head. 
Don't talk about your adversary to 


others in the office. This only heaps 
fuel on the fire. 

Don't become smug about your boss 
rosy future—there’s many a slip between 
the cup and the lip. 

Don't 


dwell upon it mentally. 


- 


gripe about the situation or 





ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty $135 









Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX Co., Dept. TS4 


2607 North 25th Ave. @ Franklin Park, Ill. 
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FUTURE 


not our fault. It’s the natural outcome of 


Continued from page 26 


our upbringing. 

But surely, we must call a halt some- 
where. For the sake of our daughters, 
we must examine our own lives carefully, 
as they were lived and as we dreamed 
them. A woman’s life is too long to be 
sustained by one dream alone, too varied 
to allow one idea to dominate her ac- 
tivities. For too long, women have been 
unhappily placed in an either/or position. 

In spite of the fact that this country 
has one of the highest literacy rates, 
there is astonishingly 


sis 


little emphg 


oo 


on intellectual attainment or training for 
truly constructive life work for women. 
Very soon after she leaves girlhood, a 
young woman is torn between either be- 
ing popular or dateless: either pursuing 
a demanding career or marking time at 
the simplest job she can find till she gets 
a “good” mother or 
the 
. or the body, 


a man: either being 
a working mother: either using 
brains God gave her . 
but never, except in rare instances, both. 

And so our second point is a sugges- 
tion about a new responsibility for the 
home. We have no secret formula about 
this . . . every set of parents will have 
to proceed by their own lights. But it 
seems to us that no thoughtful mother or 
loving father can examine our divorce 
rates or the figures on mental illness and 
helieve they've done a good job of 
daughter-raising, when they’ve simply 
seen her to the altar. 

The only way we can eradicate this 
attitude of self-indulgence is indeed 
through the home. A working mother who 
feels that her daughter alone can decide 
on whether she will work after her own 
marriage is not being a mature and lib- 
eral parent, but a downright coward. 
Because long before a girl marries, she 
begins to prepare for her life’s work 

. or she should. 

We might take a sobering lesson in 
child rearing from tribes and lands that 
we call primitive. Granted their daugh- 
ters are prepared for a simpler society, 
hut at least they are prepared . . . to set 
up tents or plant mealies or weave rugs 
or whatever. In this country, aside from 
a few scattered elective courses in mar- 
riage and family, one would assume that 
our girls are born with a knowledge of 
these things. They certainly are not, any 
more than they are born knowing typing 
or stenography or what being a 
woman means. It all has to be taught; 
ill relearned generation after generation. 

Which brings us to our third point: 
It is time that we fixed a new image of 
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HUB OF SOUTH CAROLINA'S 
FAMED GRAND STRAND WITH 
50 MILES OF BEACH 
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CHAMBER OF COMMERCE - MYRTLE BEACH 56, 


(FUN FOR EVERYONE UNDER THE SUN 
AT BEAUTIFUL 


MYRTLE BEACH 


SOUTH CAROLINA 
Where The Sun Spends Its Vacation 


SURF BATHING - BOATING 
BEACH SPORTS - GOLF AND TENNIS 
STOCK CAR RACES - DANCING 
FINE FISHING FROM PIERS, BOATS, 

BEACH AND LAKES 


Excellent Hotels, Motels, 
Apartments, Inns and 
Dining Places, with 
Accommodations to 

fit your budget 


é 


FULL COLOR 
ILLUSTRATED FOLDERS 
AND ACCOMMODATIONS 
DIRECTORY 


$. ¢. 














A spelling error on a transcription test 
always means zero. Any spelling error 
you make in transcribing a letter makes 
that letter unmailable. Why so strict? Be- 
cause if you make a spelling error on your 
job, the letter is rejected. That can be 
quite embarrassing. Don’t worry. We can 
improve your spelling quite easily, and 
without study. 

We have gathered together a selected 
list of 400 commonly misspelled words 
that account for most of your spelling er- 
rors. These are the very words that you 
misspell on a test, words like occasion, 
accommodate, receipt. 

It is very difficult to learn these words 
by yourself, so Louis A. Leslie, the co- 
author of Gregg Shorthand Simplified, 
dictates these words to you from the 
phonograph record, and you write them 
down. You check your written spelling 
against the correct printed copy pro- 






A SPELLING ERROR MEANS 
ZERO IN TRANSCRIPTION 


acT NOW! 






MAIL THIS COUPON TODAY! 


1 DICTATION DISC COMPANY, Dept. TS-14 
170 Broadway, New York 38, N.Y. 

Please send me the DDC Spelling Aid, a 12 inch, 33-1/3 LP 
record, complete with instructions and daily score chart 
I will learn spelling in a hurry or return the record for a 


full refund. 
I enclose $3.75 plus .25 for postage and handling 






vided, and place your score on the im- 
provement score chart provided. On your 
next playing you will nearly always get a 
perfect score without any study. Mr. Les- 
lie dictates only 20 words at a time. 

By following Mr. Leslie’s simple in- 
structions you learn these 400 words with 
out study. Perfect your spelling on these 
400 commonly misspelled words and elim- 
inate most of your unmailable tran- 
scripts. Mail coupon today for your DDC 
SPELLING AID, a 33-1/3 LP record. 














Name 
Ask your teacher pyre 
about the DDC City 








SPELLING RECORD 





yvomankind for ourselves. We have been 
limping along in this century with a 
crippled and confused picture, a false 
and limiting, patched and pieced idea. 
The creation of a new image can hap- 
pen overnight, but it cannot be super- 
imposed from above. To be useful, to be 
more than a pose or a derivative and in- 
ferior product, it must come about 
through the interaction of social supply 
with demand. Just as Victorianism was a 
revolt against the license of Regency 
England, just as Freudian insights 
blended with postwar social disintegra- 
tions to create some of our modern 
freedoms, so our new image of the whole 
woman will have to depend on a similar 


revolt. 


It is our contention that we are about 


to witness some such change. Whether 


we are Republicans or Democrats, we 
cannot help but react strongly to the 
President's remarks about the question 
we must ask ourselves in the days ahead: 
“Not what can my country do for me, but 
rather what can I do for my country?” 

To us, this implies an answer by 
women as well as men, and women have 
never been late in responding to a call 
to dedication. We shall have to wait and 
see whether this means a social demand 
for the training of women in areas where 
our science and technology need them 
or whether it means a quieter expanding 
of ideas. so that our girls and young 


women are taught to face reality and not 
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“fixture” type 


She is very nearly the indis- 
pensable woman. Maybe her 
boss takes her a wee bit for 
granted—but he is smart enough 
to pay her handsomely. 


This girl is a charter member 
of the STENOSTIK Club of 
Superior Secretaries. For years 
a user of ERASERSTIK, she was 
delighted when A.W.Faber 
announced STENOSTIK, a modern 
ball pen especially designed 
for secretaries. 


She loves STENOSTIK because 
it is feather-light, beautifully 


AW FaBer STENOSTIK The Ball Pen for Shorthand 








balanced, starts fast and flows 
smoothly without skips or clots. 
Its exclusive long-tapered grip 
is kind to her tired fingers. 


Full-length cartridge ink 
supply in blue, black, red or 
green. 39¢—3 for $1. You are 
invited to join the STENOSTIK 
Club today. 


A.W.FABER’S 
TENOSTIK: 


s eniateal 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 
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romanticism, love and not sentimentality, 
their true selves and not some peculiar 
shifting shadow of femininity. 

Then it will be possible for our women 
to want marriage and children positively 
and wholeheartedly. to enjoy their years 
at home thoroughly, instead of resenting 
them or exaggerating their eternal im- 
portance. It will be possible for them to 
approach work with a new seriousness 
and clarity, as an important part of a 
womans life. 

In the future that future which 
we earlier noted is so often today rather 
than next year... it is to be hoped that 
a woman will become an excellent see- 
retary with pride in her work, not a see- 
retary by default, lack of other training 
or thwarting of original ambitions. It is 
to be hoped that when she marries and 
has her children, she will keep up her 
skills and eventually return to business 


where a long and useful life awaits her. 


DESIGN 


As in any other situation. it helps if 





Continued from page 27 


she knows whereof she speaks. 

The case at hand may be a simple one. 
Take clerical workers in a large office 
who complain about the lack of cheer 
and comfort in their work area. The so- 
lution may be as obvious as telling the 
painter where to use a touch of warm 
color. Or adding some interesting match- 
stick blinds or introducing a group of 
green plants. Add the right elements and 
the problem is solved. The girls smile— 
and so does the boss. 

Naturally, time and space will not 
allow us to give a complete course on 
interior design. But we can show the 
eager secretary a thousand and one 
means of handling the most immediate 
problems in office décor. We can show 
her a first-aid kit of design tricks that 
will ward off all sorts of minor tragedies. 

At this juncture you may be dazzled 
by thoughts on decorating. Perhaps you 
see yourself going around with samples 
of fabrics, carpets and wallpapers, 
matching and blending colors, adding 
pictures in lovely frames, choosing exotic 
sculpture. Alas, thy; is only the way 
decorating seems to pe. For if you are 
not careful, the blue sofa for the recep- 
tion room may turn out to be three 
inches longer than the wall painted to 
match it. Therefore, the sofa must be 
moved. The light, carefully installed to 
highlight the sofa, is now out of sorts 
with the room. It accents what? A blank 
wall. The sofa is now in the dark. Furni- 
ture does not match wall, color does not 
match upholstery, light is incorrectly 
arranged. Disaster... 
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On what. then, is the science of 
decorating based? Simply on the logical 
sequence of proceedings. 

First comes the floor plan. You must 
check—and check—to see that 


each piece of furniture fits exactly the 


double 


spot you have assigned to it. If it 
shifted around—this 


until it fits the 


doesn't, it must be 
can he done on paper 
room, 

When the 
pleted, you can proceed to the lighting. 


Vain 


areas, 


floor plan has been com- 


points of lighting interest: work 


with particular emphasis on 


desks, reception layouts and decorative 


accents. There is a great deal of differ- 


ence in lighting—we shall delve into it 


in a later article. Sufficient to say here 


that colors look different under fluores- 
cent light. incandescent light and natural 
light. It is not enough to match colors in 
some show room or department store. 
harmony 


to be 


They should be checked for 
under the light in which they are 
utilized. So... and this may come as a 
surprise to some, the color scheme can 
he decided upon only after the furniture 
proper niches 


has been assigned to its 


and after the lights have been selected 


Much 


with color and work 


for those locations. as you might 


like to start from 
there, you must save it for the third step. 

When that time comes, you may pre- 
pare a selection of materials for the 
floor. the windows and the upholstery. 


Che best place to begin is with the floor. 


particularly if you have a_ limited 
budget. You may have to use asphalt 
tiles as a covering, rather than the thick 


pile rug youd prefer... and while you 
can match paint and find a fabric to 
complement the paint, you cannot change 
tiles. 


Start at the bottom—you'll avoid “color” 


the limited color range of floor 
headaches later on. 

By now you will see that we are in- 
troducing you casually to a matter that 
will require more than casual study. In 
this first article we are only lining up 
some of the basic requirements concern- 


Articles 


dealing with concrete solutions will fol- 


ing the planning of an office. 


low. 
Our efforts will apply to furniture as 
well. Depending on the eternal problem 
money—more or less elegant furnish- 


ings can be chosen. Frequently, steel 
shelving and other utterly basic equip- 
ment will have to take the place of fine 
woods. To learn that this type of furni- 
ture can be glamorized may come as 
pleasant news. 

Standard rattan furniture is less ex- 
pensive than heavier woods and may be 
used to waiting 


great advantage in a 
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room or a casual conference room. You 
can dress it up further by adding color- 
ful upholstery made from inexpensive 
ticking. sailcloth o1 plastics. 
Wrought-iron furniture, treated in the 
same fashion. can also mean a consider- 
able saving. The wrought iron needn't 


be blac k: 


in engaging colors. It isn't even necessary 


it can be painted or refinished 


to have every piece in the same color. A 
tints may add to 
room. We 


the days w hen 


number of shades o1 


the cheerfulness of a have 


come a long way from 
every oflice had to have green glass lamp- 
shades. red leather chairs and dark ma- 
hogany desks. 

Not all our efforts will be devoted to 


the discussion of thrifty solutions. There 


are those among you who will be per- 
mitted to apply more than just a coat of 
paint to the wall. And for these fortu- 
nate ones we will line up information 
on the wonderful new types of wall cov- 
erings, such as vinyls. oriental 


grass- 


cloth and linens that add so much to the 


well-appointed ofhiwe. We will discuss 
the advantages of the various fibers 
natural and artificial—for floor cover- 


ings. upholstery and window treatments. 
For much confusion reigns when it comes 
time to make a decision between nylon. 
cotton. wool, Fortisan and the others. 
We hope that at the end of this series 
you will have gained the knowledge and 
confidence to be a real “Secretary of the 


Interior.” 
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Erase Without a Trace® 
by using A.W.Faber 


GRASER STIKe 


Got a 
Wand in 


office? 





magic 





your 





The original pencil shaped grey eraser 
— alwoys the best point for erasing 


For generations Secretaries 
erasers. 


ghosts and sloppy strikeovers. 


Then A.W.Faber 


brush, at good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER # 4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 


A.W.Faber-Castell 
Pencil Co., Inc., Newark 3, N. J. 


struggled 
They found it impossible to erase without leaving 


invented ERASERSTIK, a 
white-polished beauty that opened the door to typing perfec- 
tion. With ERASERSTIK you erase without a trace. 
get into tight places to remove one letter without blurring the 
whole word. Sharpens to the point you prefer—blunt, medium 
or slender. Do you use this magic wand? Costs only 20¢ with 











with cumbersome 


TIK 


pencil-shaped 


KW Faber ORASERSTIK GIL SERIEED Usa. 7099B 


It lets you 


. 
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Photo 
KReeloket 


Your favorite photo per- 
manently framed in spar- 
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SECRETARY Continued from page 23 


big event for the students. The classes and tests are over. 
and the girls have been assigned to their “home bases” 








(some are pleased by their assignments. others a little 
disappointed } . Now it’s time to celebrate before they 
- leave. There's a graduation march, the singing of the class 
F song, a banquet and, most important, the awarding of 
diplomas and those coveted wings. As a final gesture. 
all the girls gather at the kiwi monument (symbolic of 


E slear Lucite... I : a 
ob. nadleenagetca ey \merican stewardesses who have been “grounded” by 
soil, water, and moisture. marriage) for some individual wishing. 
: =) z 
a cherished gift . . . or possession Watching, Miss Vernon will probably be making a 
. few wishes of her own. 
OUR GIFT TO YOU . . . with your order for ed : 
Planes — and their maintenance — occupy the third 
WALLET SIZE PICTURES member of the Vernon household-too, At the present time 
of your Graduation portrait he’s working in Greenville, Texas, too far for daily com- 


muting. So Pat is a “weekday widow.” notes philosophi- 


% 00 cally that she has a daughter and job to keep her from 
plus 25¢ being too lonesome. 
for for postage Her husband’s job has taken him further afield than 


and handling Texas. The Vernons spent two years in Hawaii. and Pat 





loved every minute of it. The climate, the scenery, the 


a ey people and, most of all, the slow pace appealed to her. 


uation picture or glossy print, “When we came back, I thought I'd never be able to keep 
and only ONE DOLLAR, plus 25 


cents for handling, along with up with the fast Texas pace.” 

this ad. Within a few days, we'll > > 4 ° ‘ . " 5 
send you 25 beautiful wallet-size Perhaps Pat will find it a little easier now that spring 
horos your bonus PHOTO ~ ies ilies a ,, — ae eee 
CRELOKET aod tenr ane is here. Instead of lunching in the college cafeteria 


inal picture. which serves exceptionally good food—she can dine be- 


side the swimming pool. There may even be time for a 


“Working for the airlines has its compensations,” she 





) LARGA te ni ., oe a.” quick swim before she has to return to that typewriter, 
” Brookline 46, Mass. ; 








laughs. “even on the ground.” 











“Over Sixty Years of Good Impressions” 


Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she 
looks—even at quitting time). She’ll tell you what nice 
copies she gets, how clean they are. And she’ll be equally 
enthusiastic over Grip-N-Pull’s other features—automat- 
ic warning of last typing lines, automatic rotation, 
automatic alignment. 

You too can stay young indefinitely* by letting Grip-N- 
Pull carbon paper make your work easier and pleasanter. 
And your boss will be interested in knowing that Grip-N- 
Pull, with all its advantages and long wear, still costs no 
more than regular carbon paper which does not have the 
exclusive patented features of Grip-N-Pull. 


*The only exaggeration (one we hope will cause a smile) in this message. 


All carbons are removed quickly in one 
clean operation, using uncoated edge. 
Clean hands, clean work, clean desk. 


Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 


FREE samples when requested on com- 
pany letterhead. 





E ox MANUFACTURING CO. 
DEPT. TS-41, ROCHESTER 1, N. Y. 
CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and selected independent stationers 
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AUTHORITY Continued from page 25 


secretaries who have proved their ability often add some 
or all of the following duties and prerogatives. They: 

® Keep the boss's checkbook and other financial 
records. 

© Compose letters and reports. 

@ Specify or order office equipment and furnishings. 

® Make suggestions to streamline the boss's work as 
well as theirs. 

© Suggest new equipment or services that may benefit 
the company through savings in time and money, 
product or service improvement and _ better employee 
relations. 

® Oversee work done in their department. 

© Supervise others. 

® Select and train an assistant. 

@ Call the boss’s attention to personnel problems he 
may be unaware of—grievances, gripes, dissatisfaction 
with a rule or policy. 

@ Take over routine work for the boss. 


© Make decisions in the boss’s absence. 


Proceed with Caution 

As a secretary’ s authority increases, so do potential 
pitfalls. There is the risk of usurping the boss’s rights 
or of assuming too much. In one office. whenever a secre- 
tary wanted something done or procured. she would say 
that her boss wanted it. When the purchasing agent asked 
the boss about an item she had requested, he knew 
nothing about it. After that. the secretary had a hard 
time getting things her boss had approved. Everyone felt 
that it was necessary to check each request with him. 

Sometimes. a boss may have every confidence in his 
secretary, but other executives do not recognize this or 
share it. In such cases, the wise secretary never flaunts 
her power: she works quietly and efficiently behind the 
scenes. For example. one girl worked for an official who 
was always open to suggestions and ideas. She told him 
about a plan for increasing sales. He liked her suggestion 
and asked her to write the sales manager a memo out- 
lining it. “But sign my name to the memo.” he added. 
The boss knew that the sales manager would give 
ereater consideration to the idea if it had official hacking. 

In another case. a boss gave his secretary a big 
project. She went ahead, making all the decisions con- 
cerning it. When she hit a snag. she thought of a 
solution, but she wanted to be sure it conformed to 
company policy. So she checked her plan with the 
veneral manager. He okayed her solution and invited her 
to consult him whenever she needed help. 

“This incident opened my eyes.” the girl said later. 
“Its fine to be self-sufficient, but by seeking the man- 
agers advice I also obtained his blessing. By forging 
ahead on my own, | might have built up opposition to 
the project. Since then, even if my boss gives me com- 
plete authority. I ask people for ideas and help. That 
way, no one resents my good fortune.” 

Like any other business tool, secretarial authority 
should be used skillfully and given plenty of “loving, 


+ 


ender care.” 
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New York is 
Wonderful 


... especially when you live at 


the BARBIZON 


for women 


Make the most of your stay in New York 
City, whether you're working or going to school. 
At The Barbizon, you'll meet the nicest people— 
young career women, many of them your own 
classmates, more than likely. And you'll enjoy a 
radio in every room, TV if you like, solarium, 
library, music studios—even a swimming pool! 
Plan to make wonderful New York more so, at 
The Barbizon. 


Relax and enjoy the Barbizon swimming pool 
. - or lounge on the roof-terrace where you 
overlook the world’s most enchanting skyline! 








On the Smart East Side .. . New York's 
Most Exclusive Hotel for Young Women 
Daily from $4. Weekly rates on request 


The barbizou 


Lexington Ave. at 63rd St., New York City 
Write for Booklet §£-4 
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for you 





EiCELEILON = ¥ 


For you, receptionist, sec- 
retary, typist...the ele- 
gance of new Echelon. 
Unlimited custom arrange- 
ments possible with open or 
closed kneespace areas... 
laminated plastic or wood 
tops ...choice of decorator 
colors—or facades of lam- 
inated plastic or exotic 
woods for pedestals and 
cabinets. For full Echelon 
information—for yourself 
or to slip on the boss’s 
desk—contact your local 
Globe-Wernicke dealer* or 


write us direct, Dept. 1-4. 


*Dealers listed in Yellow Pages under ‘‘Office Furniture.”’ 


Inril, 196] 


from GLOBE -WERNICKE 














The Globe-Wernicke Co., Norwood, Cincinnati 12, Ohio 
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FILING FACTS 


THE IDEA-A-MINUTE 
: BOOK THAT TAKES 
= THE MYSTERY OUT 
OF FILING. 
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This biggest little book about office filing 
efficiency is simply stated, easily under- 
stood and quickly applied. Written for the 
average office force, with something for 
everyone from the mailroom youngster to 
the office manager. 


Filing Facts crammed full of time, work 
and cost saving ideas. It is not a text book. 
it makes no pretense of presenting involved 
systems of engineering practices. Its prin- 
ciples and methods find equally helpful 
application for the basic filing needs of the 
business office, factory, store, professional 
office or the home. 


LIST PRICE: $2.50 
Post Paid 

Over 30,000 Filing Facts have been ordered, 
since its recent publication, by Industrial 
firms, Insurance Companies, State and City 
Libraries, Colleges, U. S. Federal Govern- 
ment Agencies, by Institutions and individ- 
vals the world over, wherever English is 
spoken or read. 


CEL-U-DEX CORP., New Windsor, Newburgh N. Y. 

















It's Electrifying! 


CARTERS. 


Looks printed. But you typed it! Magic? Yep. 
Rugged carbons ’n ribbons custom-designed 
for electric machines. Don’t fight, girls, — 
there’s plenty for everybody. 


© THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASSACHUSETTS 
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shopping 


spree 





THE SEE-BRELLA welcomes April show 
ers when they You're 
fully protected, and the strong, clear 
vinyl shakes dry instantly. Steel frame 
golden, as is 


come your way. 


handle, 
which comes with your initial and holds 
a handy rain its chain! At 
$4.95, plus 35 cents for shipping. From 
Bradford's, Inc., Dept. R8, 
Anne Rd., Bogota, N. J. 


and binding are 
bonnet on 


255 Queen 





“SAFETY FIRST.” It’s a good motto—and 
a true one with the auto safety strap 


for children. Neutral color webbing at- 
taches firmly to front or back seat of any 
car so active kiddies can sit or stand 
without danger if you have to stop short. 
For children from one to ten, it’s $2, ppd. 
Tinyland, Dept. TS, 30-38 Steinway St., 
Astoria, Long Island Citv 3, N. Y. 





CAR WALLET holds all your car records 
without folding. registration 
fully visible, always clean. Wallet 
pockets for auto membership, insurance 
ID cards; expense and accident report 
forms. In black, red, vinyl, at $1 
ppd. (Name in gold on orders of 100 on 
more.) Car Wallet Company, Dept. 172, 
207 Fifth Ave., New York 17, N. Y. 


License, 


has 


beige 











Change typing 











Use this amazing new device to 0 
correct typographical errors quickly, 
easily, invisibly . . . and forever 
eliminate the use of erasers! 











KO-REC-TYPE is a specially coated strip that en- 
ables you to remove a singie character or a whole 
sentence—so perfectly it defies detection. Simply 
slip strip of magic KO-REC-TYPE over error, retype 
mistake, & it vanishes completely. Now make the 
correction . & behold! a professional, letter-per- 
fect job. No ugly smudges. no sloppy strike-overs, 
no wasteful recopying. KO-REC-TYPE corrects while 
paper stays in position in the typewriter. KO-REC- 


COPY corrects ¢ arbon errors simultaneously! Each 
package of KO-REC-TYPE and KO-REC-COPY in- 
cludes directions and a strips 

for thousands of errors—132 square : § 19 ¢ 
inches of perfection. Orde or both— k pe 
KO-REC-TYPE or KO-REC-COPY. poemage 


QUANTITY DISCOUNT 
1 Dozen pockets 
3 Dozen packets 
6 Dozen packets 
1 Gross packets 


HOBI inc. DEPT. TS41, 


list price less 10% 

list price less 15%, 

list price less 20% 

list price less 25% 
Same-day shipment. 
Butisfaction guaranteed. 
Send check or money order. 


FLUSHING 52 N. Y. 





CPS-PLS CANDIDATES 


New 1961 CPS Study Guides: Bus. 
(5.00); Bus. Adm. (5.00); Actg. (7 
Sec. Proc. (5. oor, PLS Study Guides: 
Proc. (5.00); Actg. (7.50); Legal Term. & 
Proc. (5.00). Practice Tests: CPS (10.00 

PLS (10.00). Selected bibi raphy included. 


* 
on all orders 


Law 
50): 
Sec 





without charge, Business Re- 
search, PO Box 7093, Long Beach 7, Cali- 
fornia. 














| MEMO TO THE OFFICE GIRL! | 





Here's a new way to ATTRACT Arrep tion i the 
office! Just wear the SECRETARY'S HARM 
BRACELET with its twelve intriguing m.. office 
— (only partly illustrated above). Among 
are: TIM CLOCK, STAPLER, TYPE- 
WRITER, PENCIL SHARPENER, SWIVEL CHAIR, 
TELEPHONE, Etc. Hamilton Gold Electropiated— 


$4.98, STERLING SILVER—$!9.95. 14K Gold— 
$129. Charms available individually in sterling and 
14K gold—see price list below: 
Sterling 4K Gold 
i. Time Clock i 10.00 
2. Swiss cheese & coffee 2.25 12.00 
3. Adding Machine 2.25 9.00 
4. Stapler 2.25 8.00 
5. Water cooler 2.25 11.00 
6. Typewriter 2.25 13.50 
7. Eraser & Brush 2.25 7.50 
8. Filing Cabinet 2.25 10.00 
9. Pencil sharpener (movable) 3.50 14.00 
10. Office desk 3.00 11.00 
tt. Posture Chair (movable) 3.50 13.50 
12. Telephone 3.00 14.00 
Complete set of charms only 18.00 115.00 
Prices include postage, tax, gift box. ORDER 
TODAY! Money-back guarantee. EXTRA FREE 


CHARM: On all charm bracelet orders received by 

February 28th, we will include FREE a steno pad & 

pencil charm and our 5S6-page lavishly illustrated 

catalog 

PERSONALIZED GIFTS CO., Dept. 
160 Fifth Ave., New York 10, N. Y. 


14-TS 











Save typing time 
with FLICK A LINE 
High Speed Linefinder 
$7.95 peo. 
FREE FOLDER 
FRANKLIN 











116'%, WN. 4th St., Louisville, Ky. 











ARE You READY 
TO MAKE 
MORE 
MONEY ? 


You may be tired of just barely getting 
along, perhaps borrowing a dollar or two 
“until payday,” tired of long hours at low 
pay. But are you ready to step into a top 
secretarial job? 

Look around your office. Compare the 
shorthand speed of the girls with the top 
jobs to your own and others like you. The 
answer is simple: all other things being 
equal, the 100-120 gals do all right. 

Top secretarial jobs are with high-pres- 
sure executives who think and speak rapid- 
ly. When they are compelled to slow down, 
they lose the thread of thought and the 
spontaneity that can mean the success or 
failure of an important memo or letter. 
They simply can't afford not to have a top 
gal. That's why all the best jobs are in the 
offices of rapid-fire, dynamic executives 
who head big departments; big business. 


YOU CAN’T IMPROVE YOUR 
SHORTHAND WITH YOUR BOSS 

If your boss is less than perfect as a dicta- 
tor (and who's isn’t) you'll be years pick- 
ing up speed. If he dictates at a speed lower 
than you're now able to take, you'll find 
your speed ability dropping with every 
month...which you definitely can’t afford 
..unless you do something about it! 


YOU CAN KEEP YOUR PRESENT JOB 
AND SPEED UP YOUR SHORTHAND TOO 
If you could have a half-hour of dictation 
practice every night, from an ideal dicta- 
tor, in your own home...at speeds starting 
where you are now and gradually increas- 
ing until you improved 30 words per min- 
ute...would that be worth $3.98 to you? 
Of course. It’s less than you'll make extra 
in your first day on that new job. 


STEN-O-DISCS CAN HELP YOU GET 
WHAT YOU WANT 

Each disc contains perfect, controlled- 
speed dictation by Ralph Portner, the 
“Radio Voice of Champagne Music’ Start 
at the speed you average now, and practice 
accuracy and clarity. When you're ready, 
go on to the next speed, increasing 10 or 
20 words per minute. Then do it again. With 
a half-hour’s practice each night, you can 
increase your shorthand speed 30 words 
per minute or more in a matter of weeks! 

Try Sten-O-Discs. When that big-money 
job opens up, you'll be ready. Why not 
mail the coupon now? 


¢ OY | OIG 


TEN \ODISC Dept. 8-4 | 
iS N _—~ 1439 N. Western, Hollywood 27, Calif. | 
Please send the following Sten-0-Dises: | 
| 12” 33/3 RPM ALBUMS — $3.98 EACH | 
| General Business Dictation 
1 760, 70, 80,90 wpm (80, 90, 100, 110 wpm st 
| ©) 70, 80, 90, 100 wpm  [-) 90, 100, 110, 120 wpm =| 
| 1.45. RPM RECORDS — $1.00 EACH l 
| Gen’! Bus. Medical Bus./Legal | 
| [) 60 wpm C) 90 wpm [] 80 wpm | 
| C) mate [) 100 wpm 0 a 
Cj wpm () 100 wpm 
| © 100 wom Legal [)120wpm =| 
| () 110 wpm () 120 wpm | 
| (_] 120 wpm (C) 130 wpm | 
[} ! enclose cash, check or money order for $ 
; (-] Send C.0.D. (Calif. residents add 4% sales tax) 
NAME 
| | 
| ADDRESS | 
1 city ..2ONE..... STATE j 


- 
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YOU CAN GET $59 FOR 
ONLY 59 LINCOLN PENNIES 





Coin collecting is lots of fun and may pay off! This 
Lincoln penny album ($1) is worth $59.00 or more 
when properly completed. Some cents are easy to 
find, others harder to come by but ALL ARE AVAIL- 
ABLE! Fill spaces with 59 pennies (dates & marks 
found in album). Save other sets worth hundreds of 





dollars. All information plus hobby catalog sent with 
Ist album. Send $1 today: 

HOBBIES UNLIMITED 
Box 488 Dept. TS Hempstead, N.Y. 











—<S ENGLISH vou'sacks 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
sationalists. With my new C.l. METHOD you can 
stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn 
the “secrets” of conversation. Takes only 15 minutes 
@ day at home. Costs little. 32-page booklet mailed FREE, 
Write TODAY! Don Bolander, Career Institute, 
Dept. E-1454, 30 E. Adams St., Chicago 3, Illinois 















WHISK AWAY ERRORS! 


Spinning at 4500 rpm, the 


“QWIK ELECTRA ERASER” | 


Eliminates ball point, ink, and typing mistakes with 
out s Ine letter at a time <« 
erased v 









its thin tip without narring 
character The unique principle of the Qwik Elec 
Eraser permits smudge-free corrections to be 
on multiple carbon copies, without the use 
sheets. Finished in handsome bronze color, 
on standard flashlight batteries, and is sup i 
replaceable tips Send check or money order 


12 
$2.98 ppd 


K & K SALES COMPANY 


F 1161 PASSMORE ST., PHILA. 11, PA. 














MEXICO VACATION—$25 WK! 


(Includes Hotel Room and Meals) 

For only $8.75 each, per week, two persons can 
enjoy an air-cond. room and bath at lovely 
CORTEZ RESORT HOTEL, WESLACO, TEXAS. 
Visit MEXICO daily. Only 9 mi. (bus service) 
Swim, fish in Gulf at nearby Padre Island; Dance, 
Bowl, Golf, FIESTAS! Mexico Nite Clubs, Dutv- 
free Shops. Romantic, Exciting, FUN! Write hotel 
today. Dept. =3 








Diecut to Size 2'4"x3%” 
Wallet 
Photos 


v4; Ya ha 


60 for. . .$2.00 
Plus 25¢ Postage & Handling 


25 Embossed, round cor- 
ner, deep sunk, panel 
edge wallet photos 2/2” 
x 32" made from any 
photo up to 5” x 7”. Re- 
turned unharmed with 
your FREE framed en- 
largement. POSTPAID 
for only $1.25. Satisfac- 
tion Guaranteed. 










5x7 STUDIO 
ENLARGEMENT 
Mounted on 8x10 
Panel Embossed, 
Etchcraft Frame. 
FREE with each 



















SEND for our BROCHURE of “work 
tested” office aids. Items that save 
you time and effort in your daily 
work. Many items NOT available at = 
your local stationers. pr 


FRANKLIN-MONROE CO, 25> 


GET. 102, 1023 JOSEPH AVE, ROCHESTER 21, MY, CAG 








Exaser Soiled! 


For tidier typewritten work you need 
MAGIC MESH — cleans erasers for 
cleaner corrections! Banish erasure 
smudge keep copy sparkling fresh. 
Send 25¢ to 

MAGIC MESH CO. 

Falls Station, Box 801 
Niagara Falls, New York 






U.S, Pat. No, 2,921,417 
Canadian Pat, Applied For 




















@ AMAZING NEW DEVICE helps you make 
SMUDGE FREE CORRECTIONS quickly, effortless- 
ly on ORIGINAL COPY. Slip a piece of KO-REC- 
TYPE in place... retype incorrect word or character 
.and it’s gone! For CARBON COPIES use 
KO-REC-COPY. A supply of either KO-REC-TYPE 
or KO-REC-COPY that should last 
average typist @ year {IG.............cccccosssess $ 25 
For only $2.25 you get a supply of both. mone sn ger 


ABCO. Box S, 7555 N. Ridge, Chicago 45, Ill. 
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PERSONALIZED 
LETTERHEADS 


ENVELOPES 





SOCIALLY CORRECT+RICHLY PRINTED ©) 


America’s finest stationery offer! Here's 

BAR AIN personalized quality printing to reflect 
your own good taste, Your name and ad- 

dress handsomely printed in Royal Blue in 

a three lines on H-W Imperial White Vel- 

lum. Each boxed set includes 100 person- 

alized sheets (5'%” x 7”) and 50 matching personalized envelopes 
(33%4” x 534”). Swell gift item! Guaranteed. Please print. 

No COD’s.) 


HAMILTON-WARD fax 


WESTFIELD, 
MASS. 








FREE weppinG CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. £-421 
Chicago 42, Ill. 
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PEOPLE ALWAYS “BORROWING” YOUR PENS? 
ar — ee ee Fie, - 


Get Penci-Pen with YOUR NAME printed on each pen. 
Red, Blue, Black, Green pre-tested Formulabs quality 
ink flows smoothly, evenly thru all-brass 5%4” long car- 
tridge with .039 Medium Point. Ink colors may be 
assorted. 1 line imprint 40 letters. Money back guar- 
antee. You can’t lose. Sample pen (blank) send 25c. 
Imprint prices for same name on each pen: $3.00 dozen, 
WE PAY POSTAGE. 
GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pa. 


























THREE-IN ONE gift for Mother on het 


day is the new Ronson Beauty Trio 
electric hair dryer. Dries hair three 
ways: with brush, comb or hood. You 


set temp. control to hot, warm or cool 

and your hands are left free for mani- 
curing. Lightweight and trio 
pink or blue, packaged in 
white vinyl carrying case. It’s $26.95 
from notions department of B. Altman & 
Co., Dept. TS, Fifth Ave. and 34th St., 
New York, N. Y. 


quiet, 
comes in 





SHE SHALL HAVE FRAGRANCE whenever 
she writes . . . with this telescopic ball 
pen from West Germany. The writing 
leaves a rose or lavender fragrance on 
your paper—pen makes an unusual pres- 
ent. Five inches when in use; lipstick 
size when closed. With ring for key 
chain: plastic case. Rose, light green, 
dark blue and ivory: $1, ppd. Telescopic, 


P. O. Box 936, Dept. PT, Wichita, Kan. 





NO MISTAKING whom this belongs to 
with her name right on it. With the 
Filigree Bottle, imprinted with “Mother” 
or “I love you,” Mother has her favorite 
scent in her purse all the time. Glass 
bottle is encased in brass with rhine- 
stone-studded angel atop gold-plated 
knob. It’s 3% inches high and sells for 
$3, ppd. (Includes gift box.) Abraham 
Cotler, Dept. TS, 605 W. 170th St, 
New York 32, N. Y. 


TODAY’S SECRETARY 








EUROPE 


cording to your preferences 


Continued from page 32 


(you may 
You won't be going 

Bayreuth (July 23-August 25) unless 
you have a heavy preference for Wagner. 


want to omit one). 


Performances of the Ring Cycle. 

Munich (August 13-September 9) and 
Salzburg (July 26-August 31) offer opera 
Verdi, 


Strauss and Wagner, while Bregenz (July 


lovers a chance hear Mozart, 
21-August 19) has scheduled opera, op- 


eretta, ballet and concerts. Swiss and 


German orchestras, chamber music and 
vocal recitals will be featured at Lu- 


cerne (August 16-September 9). 





(Key to project on page 53) 


Letter 1 


Line 4—” after Town; line 6—comma after 
unfortunately; line 7—out of town should not be 
hyphenated (comes after the noun), no comma 
ifter trip: line 8—until; line 1l—addresses; line 
15—Association’s; line 21 space after DO (to 
avoid confusion, you may also want to spell out 
the exchange name). 


Letter 2 
lines 6 and 7— 


Line 4—spell out magazine; 
period after Ist and then capital A (or semicolon 
and small a); line 7—transit; line 8—‘Special 
Offer” (for consistency): line 1l—comma after 
great, should be depleted; line 14—$2.95, comma 
after $2.95. 





(Key to quiz on page 18) 


What's Your Letter-Writing IQ? 
l. a. (NOMA—National Office Manage. 


ment Association—also recommends the use 
of Ms. is such cases.) 2. b: 3. c: 4. ¢: 5. ¢: 
a: 9. b; 10. b. 


wd ) 
6 < £2 @ 


Ways of Saying “Small” 


4. lamb- 
rivulet; 8. 


1. statuette: 2. birdie: 3. gosling: 
hilloc k: a 


kin: 5. ringlet; 6. 
kitchenette. 


“Well”? 


Should be well. 2. O. K. 3. O. K. 4. 
Should be well. 5. O. K. 6. Should be well. 
7. Should be well. 8. Should be well. 9 O. K. 
10. Sheuld be well. 


“Good” or 





What Is the Difference Between 

l. Scrip is a document certifying the 
holder’s right to receive something of value, 
as stock, Script is hand- 
writing: also, the working copy of the manu- 


bonds, land, etc. 


script used in filming a motion picture, in 
staging a play, or in broadcasting a tele- 
vision or radio program. 2. A_ veracious 
person is habitually truthful. 


a voracious appetite is ravenous or 


A person with 
greedy. 
\ voracious reader is excessively eager. 3. 
“equivalent to.” “His 
explanation of the loss was tantamount to a 
confession of theft” 
highest, chief. 
mount requirement for this position.” 4. 
Typography refers to the 
stvle of 


Tantamount means 


Paramount means the 
“Absolute loyalty is a para- 


appearance or 
“This brochure is 
n excellent example of modern typography 
at its best.” Topography refers to the sur- 
lace or geographical features of a region, as 


printed matter. 


hills, rivers, cities, ete. “The topography of 
this region is interestingly described in our 


new physical geography textbook.” 


April, 196] 








BUSINESS 
SCHOOL 
DIRECTORY 


ILLINOIS (continued) 








COMPLETE BUSINESS TRAINING 
Accounting—Secretarial—Machines 
Bulletin on Request 
Bernita Alderson, Director 
Certified Professional Secretary 
BROWN’S BUSINESS COLLEGE 
Accredited by the Accrediting Commission 
for Business Schools 





611 E. Monroe, Springfield, Ul. 














NEW YORK 











CALIFORNIA 








CENTRAL CALIFORNIA 
COMMERCIAL COLLEGE 
Serving the Valley Since 1891 


Chartered by the State to 
Confer Degrees in Commerce 


1921 TUOLUMNE ST., FRESNO, CALIFORNIA 





Cc. S. BOWLBY, PRESIDENT 








MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 

















GRACE BALL 


SECRETARIAL COLLEGE 


San Francisco by the Golden Gate 
One-Year Executive, Legal, Electronics 
Technical and Intensive Secretarial 
Courses for college women, high schoo 
and private schc graduates. Free per- 
sonal placement service. Residence 

For catalog write to the Executive Sec- 
retary, 525 Sutter St., San Francisco 

California. 








oeeeeeeeeeeee ee eeeeeeee 


FRENCH, SPANISH, ENGLISH SHORTHAND 


You can learn shorthand in any one, or all of 
these languages, and get an interesting posi- 
tion at a high salary at home or abroad. Adap- 
tations of all foreign systems also available. 
Typing, bookkeeping, complete executive secre- 
taria 


GENEVA SCHOOL OF BUSINESS, INC. 


$U7-3234 2291 Broadway (82nd St.), N.Y.C. 




















MEDICAL-SECRETARIAL = 
A challenging opportunity Sa 





SCHOOL FOR 
MEDICAL SECRETARIES 


paca by Son Francisco County Medical Society 

e12 M RSE | Write: Claude S. Yates 
® ACBS ACCREDITEL | 1441 Van Ness Avenue 
: San Francisco 9, Calif. 








BE AN ADMINISTRATIVE ASSISTANT 


epare for secretarial jobs with prestige! 


Te »-year and one-year courses. Distin 





ze guishe faculty. Individualized guidance 
Pl ement sé F« c log, ite ie 
Sy secre Enrollment "Director " 
420 Lexington Ave., N.Y. 17, N.Y. MU 5-3418 
122 MapleAve., White Plains, N.Y.WH 8-6466 
22 Prospect St., E. Orange, N.J. OR 3-1246 


- Berkley School - 





NORTH CAROLINA 














THE ACADEMY OF BUSINESS 


San Jose San Mateo 
Rapid, modern training for fine office — in 
California’s most rapidly growin 
SECRETARIAL—TYPIST CLERK—A COUNTING 
IBM KEYPUNCH—COMPTOMETER—PBX.- 
cmeteathd s + a NCR BOOKKEEPING OR 
BANK PROOF MACHINES 
Write Dept. A-61 for free information 
372 South First Street San Jose, California 














TOWN 
CLASSES 


Secretarial College 
Superior Secretarial Training 
Write: Director, Box 615, Chapel Hill, N. C. 

















SOUTH CAROLINA 








HAWAII 











“HONOLULU 
BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 
Business Schools 


at tts 





ve 





PALMER COLLEGE 
Accredited by ACBS 


Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, S. C. Dormitories for boys and 
girls. For catalogue write Charles E. Palmer, 





C. P. A., President, Charleston, 8. C. 











AIRLINE SCHOOLS 











ILLINOIS 





nei euve SECRETARY 





Glamorous, prestige career in the air and at termi- 
nals. Meet V.1.P.‘s—earn good salaries ; rapid 
advancement 

GRACE DOWNS approved methods are rapid, 
thorough, condensed. Complete courses for 
beginners, or advanced. Pleasant supervised 
dormitories 

GRACE DOWNS graduates are in demand! 
FREE PLACEMENT. Free brochure #DS1. 

(Licensed by N. Y. State Education Dept.) 
477 First Ave. 
w York 16. N. Y¥ 
OR 9.6440 


AIR CAREER 

















CHICAGO COLLEGE OF COMMERCE 
co 27 East Monroe CEntral 6-3312 


i 


Approved by National Shorthand Reporters Ass’n 





Secretarial—Court Reporting 
Send for FREE Stenograph notes. 














BE AN 


Romance! Travel! Adventure! Fun! 


Train in just four weeks for exciting 
flight and ground positions. Free place- 
pone vd ee = 35 airlines. mm ‘- 


ained iT 
FRee INFORMATION—-PREE CATALOG. 


“MCCONNELL. AIRLINE "SCHOOL 
1030 Nicollet Ave., Rm. A-41, anamN | Minn 














Name 
Address , fF we 
City State _._— 








@@ So you're going traveling. Perhaps 
Or the 
maybe you've planned a spring ski session 
in the Alps? 

Whatever your destination, 


Hawaii? Salzburg Festival? Or 


you re go- 
ing to be a well-prepared, information- 
stocked traveler in this best of all holiday 
worlds—insurance of this is the travel 
agent. 

What is a travel agent? And what does 
he do? Since 


ereatest travelers, our travel agents are 


Americans are the world’s 


those busy people who plan trips, arrange 


details, answer uncountable questions, 


supply travel literature—the list of serv- 
ices is endless. 
foreign 


Traveling. especially in a 


country, is such a complex affair that 
the inexperienced tourist often finds him- 


When 


there are hundreds of 


self floundering in its intricacies. 
planning a trip, 
think 


what routes to follow. 


details to about: the itinerary, 
places to see, im- 
portant events, where to stay and where 
to dine according to one’s pocketbook 
and tastes. 


tasks, 


inform and 


To relieve the traveler of these 
travel agents exist to assist, 
guide the traveler. In short, they ll help 
you plan your trip the way you want it 
planned. 

Which trust? Any 
agency sporting the letters ASTA, which 


travel agent to 


stand for American Society of Travel 


Agents, has met certain standards de- 


termined by this professional group of 
experts. In any of these agencies, you 
can be sure to find responsible and re- 


putable service. Enjoy the luxury of 


travel agent—and why not?—it’s free. 
Coming Events 

BRITAIN 

Early April—Nov.: Shakespeare Season 


of Plays. 
Theatre, 


Shakespeare Memorial 


Stratford-upon-Avon, War- 


wickshire. 


Early May—Mid Aug.: Royal Academy 
Summer Exhibition, Royal Acad- 
emy. London. 


May 23—Aug. 20: 
val Opera, Glyndebourne, Sussex. 
May 26 
Triennial 


Glyndebourne Festi- 


Norfolk and Norwich 
Musical Festival. 
June 7-14: Cambridge May Week. Bump- 


June 3: 


ing Races. Cambridge, Cambridge- 
shire. 
June 10: H.M. The Queen’s Official 
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Birthday — Trooping the Colour, 


Horse Guards Parade, London. 
June 26—July 8: The All England Lawn 
Tennis Championships, Wimbledon, 
London. 
Royal Windsor Rose Show. 
sor Castle 


July: Wind. 


Grounds, Berkshire. 


July 3-14: Cheltenham Festival of Brit- 
ish Contemporary Music, Chelten- 
ham, Gloucestershire. 

DENMARK 


May 1—Sept. 10: 
Copenhagen. 


Tivoli Gardens open. 


May 5: Schumann Circus. Season opens. 
Ends beginning of October. Copen- 


hagen. 
May 15-31: Royal Danish Ballet and 
Music Festival. Ballet, symphony 


concerts, chamber music, etc. Copen- 


Hillerod, Humle- 


hagen, Elsinore, 


baek, Odense. 


June 3-11: Viking Festival. Re-enactment 
of Danish ancient history and sagas 
by citizens of Frederikssund, 


June 23: Midsummer Eve. Celebrated by 


lighting bonfires along the Danish 


coasts. 

June 24-26: National Folkdancing Festi- 
val. Nykobing. 

July 4: American Independence Day. 
Rebild near Aalborg. 
ican Festival. Aarlborg. 

July 22: Asphalt Ball. Annual civic fes- 
tival in Nykobing Zealand, centre of 
a summer and vacation area. 


Danish Amer- 


Danc- 


ing in the streets, pageant, concerts, 
fair. 

Aug. 3-13: Danish Industries Fair. Fred- 
ericia. 


Sept. 2: Look Around Day. Tickets in- 
clude admission to institutiens, pri- 
ordi- 


vate and public works, ete., 


narily closed to the public. Special 


Tivoli Festival Night. Copenhagen. 


FRANCE 
End of June: Horseracing. Paris; Festi- 
val of Classic Theater. Provencal 


costume Bullfighting. 


competition. 


Arles; Festival of Dramatic Art. 
Angers. 

June 1-14: Int'l Music Festival. Stras- 
bourg: Festival of Dramatic and 
Lyrical Art, Lyons-Fourviére. 

July: Festival of Classic Theater. Arles: 


Festival of Dramatic Art. Avignon: 





Theatre. 
Tennis and golf championships. La 
Intl Grand Prize of Yacht- 
ing. Cannes: World polo champion- 
ships. Deauville: 


National and int'l regattas. 
Baule: 


Tour de France Bi- 
cycle Race. All France. 

July 10-30: Intl Musie 
Provence. 

July 14: Celebration of the Bastille Day 

National Féte. 


Aix-En- 


Festival. 


throughout France. 
Paris. 

Aug. 6. 13, 20: Full display of the foun- 
tains in the park and at Trianon. 

Versailles. 


Aug. 30—Sept. 5: Autumn Games and 


15th Annual Féte of the Vines. Int'l 
Festival of Song and Dance. Folk- 
lore Event. Dancing. Dijon. 

Sept. 29—Oct. 15: Intl Boat Show. 
Paris. 

Sept. and Oct.: Wine harvesting. 

SPAIN 


June 20—July 4: Int'l Music and Dance 
Festival. Granada. 
6—July 20: St. 
“Running of the bulls.” 
July 10—Oct. 10: 
of Roman Art. 


Festival. 


Pamplona. 


July Fermin 
European Exhibition 
Santiago de C ompos- 
tela and Barcelona. 
July 21—July 31: St 
battles. fireworks, ete. 
July 28—Aug. 3 
and Dance. 
13-20: 


mer season. 


. James Fair. Flower 


Valencia. 

lL: Intl Festival of Music 
Santander. 

“Big Week.” Height of sum- 
Bullfights. San Sebas- 


Aug. 


tian. 


Sept. 8—Sept. 21: Fair and Peasant 


Festival. Salamanca. 


12-15: The bless- 


ing of the grape harvest. Jerez de la 


Sept. Vintage Festival. 


Frontera. 
Sept. 21—Oct. 7: Int'l Festival of Music 


and Dance. Seville. 


VIRGIN 
June 22: 


the signing of the 


ISLANDS 

Act Day, celebrating 
“AR,” 
people of the islands certain privi- 


Organic 


ar co 
giving 


leges in governmental functions. 
July 4: Festival. 
greasy-pole 
John. 


July 25: 


holiday set 


Fireworks, donkey races, 
climbing contests. Sz. 
Supplication Day. 


aside for 


Religious 
prayers to 
spare the islands from storms and 


hurricanes. 


... travel tidbits....... 


TODAY'S SECRETARY 





e 
President 
0 
Swingline, Inc. 


‘Alls the class to order! 



















he 


subject matter: the wonderful staplers seen on more desks across the nation than any other kind—SWINGLINE! 

First, Efficiency: SWINGLINE makes a stapler for your every possible office need—even that special one you’ve been 
asking for all along. There’s the completely automatic electric stapler that requires only your feather touch to turn out 
tons of fastening work. If what you’ve been after is a master desk stapler, SWINGLINE’s No. 4 is a paragon of efficiency 
—and it holds 210 staples, too! The No. 3 is a shorter desk model...the No. 27 a rugged model that can be handsomely 
imprinted with your company’s name. For efficiency plus versatility, the No. 77S does a 4-in-1 job: staples, tacks, pins, 
fastens—and stores a whopping 500 staples! One-girl office? SWINGLINE has designed the compact No. 99 specifically 
for the smaller office — yet it holds 105 staples for ready action. 

Second, Economy: Every SWINGLINE stapler is sensibly priced —it saves you time, saves your firm money. (Watch your 
Purchasing Agent smile when he sees those prices! ’ 
Third, Exclusives: only SWINGLINE staplers guarantee split-second loading (thanks to the exclusive open channel!) 
and jam-proof performance! There are brilliant Jeweltone colors to choose from, ultra-modern designs to enhance 
your desk. 

But trying is believing —how else can you really know how efficient, economical and special SWINGLINE staplers are! 
That’s why the President of SWINGLINE is making this offer: have your purchasing person dial STillwell 4-8555 to 
discuss your stapling needs and problems —or any others in the office. SWINGLINE will send him the stapler that answers 
your individual need—for a FREE 10-DAY TRIAL. There’s no obligation, of course. Try it...see how it works... how easy 
and efficient SWINGLINE is! If you’re completely satisfied—and you will be!—tell your purchasing person to just call 
to order —and we'll do the rest. 

Class dismissed. Now put SWINGLINE to the test! 


= ie 
INC, LONG ISLAND CITY 1, N.Y. 


In Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canada * World's Largest Manufacturer of Stapies for Home and Office 


7) 99 


—be seated! Today’s lesson concerns itself with the three “E’s’’: Efficiency...Economy...Exclusives. The 





More Smart Secretaries Choose 


new PARKER 45 


new kind of pen & that fills two ways 





Try the new Parker 45 and you'll be singing its praises, too—$5 andup 


Extra-mileage Super Quink cartridges ina wide color range—5 for 29c 


JANESVILLE, WISCONSIN 
MAKER OF THE WORLD'S MOST WANTED PENS 


<p The Parker Pen Company 
R 





